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TASK ANALYSIS OF LIBRARY JOBS IN THE STATE OF ILLINOIS:
‘A WORKING PAPER

~In 1969-70, an advisory committee drawn from the Illineis Library

- Association's ad hoc Committee on Manpover Education and Training, the

.Library Education Division and the Library'Administration Division of

the American Library>Associatiqn received funding from the Library Ser~

vices and Construction Act through the Illinois State.Library for a.

proposed task analysis study of libraries in Illinois. The committee

‘selected Social Educational Research and Development, Inc. (SERD),

Silver Spring, Maryland, to conduct a task aﬁalysis etudy of the work

being performed in eighteen Illinois libraries of varying sizes and types.'

The report was ‘submitted in May, 1970. (See "Task Analysis Study in

Illinois:+ Phase I of a Cooperative Project", American Libraries 2:312-

| . 314, March, 1971). The study identified 1,615 taéks,'each of which was

rated on fifteen scales, and the resulting list of'tasks,with their in-
ditidual ratings was arranged aﬁasprinted‘in training;time orher;.

'There was a great mass of useful information eontained in’the'report
but in an essent1a11y unusable format. Up to this point the data haa
not been analyzed or examlned frem the point of view of profe551ona1

1ibrarians, therefore the committee appointed three pract1c1ng 11brar1ans

to rearrange and manipulate tiie data so as to develop instruments which

library administrators can use to improve manpower utilization in their
own institutions, to measure the effectiveness of their current practices,
and to apply in the resolution of bersonnel problems.  This paper will
address itself-tO'the needs and problems of academic libraries.

Iﬁ an attempt to make these conclusions as widely applicable as
possiﬂie,'oely those tasks which could not take place in an academic

liBrary have been deleted froin this?study' The remaining 990 tasks

flnclude «on51derab1e dupllcatlon and they could not all be performed in

one llbtary. 'This was done de11berate1y to reflect the great range of
procedures found\ln large and small institutions and to provide for the

varlety of technlques utlllzed devending upon the degree to which the

. library has automated. Given the foregoing condltlons, it has not been
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possible to write position description"s, since they require both an exact

l\mowledge of the procedure followed by the person holding the position and
.the amount of time he spends performing each phase of the work, Instead
the tasks have been grouped by (1) fonction (i.e., administration, catalog,
reference, etc,) and within it by (2) training time order (the amount of
formal education plus on-thé—job training that is required for the perform-
. ance of a gixen task), and arranged in "task-cluSters" by performance level--
‘that is clerical, professionai, etc. The data ﬁas hthen analyzed to produce
the statisticai information on Tables I-VII which provide profiles of the
varied intellectu'al, ed.uc‘ationavl'a_nd judgemental qualifications required by
categories of libréry jobs. The job summaries define position 1eve1s, list -
the duties and qualifications determined by SERD, and comment upon thesé
findings from the poinL of view of a practicmg academic librarian.

The advantage of this approach is that the task clusters can be used
by administrators as a basis for evaluating and realigning present positions
or constructing future positions in a wide variety of work situations. It .
allows thé supervisor to choose those tasks eppropriéte to his own depart-
mental function wnereas a job descr_iption written for‘a' h&pothetical po-
sition may or may not be applicab le to his situation. A second»advantage .
”is that clustering all like tasks ineach‘ functional area r'egérdless of
the number of positions that may be needed to.perform such duties in*a .
given library circumstance makes it possib le to -analyze the data on the
basis of all the work performed in that area[and draw conclusions applicable
to a wide range of positions engaged in 51miiar functions.

* SERD sorted the tasks by catcgories similar ‘to those used in'th.e

Descriptive_List of Professional and Non-professional Duties in Libraries

published by ALA in 1948. One of the problems in using this classification .

by type of activity is that several of the activities classified separately .

“are’ generally carried on “in one location and by.one group of employees in

the 11brary while other activities classified together are generally carried

on/in different aieas of the 11b1ary by different groupt of people. For

/" example, category 7, '"Collection Mainten.ance" includes such tasks as repair

of AV equipment, inspection of bound journal volumes returned from the
bindery, replatemcnt of so:Lled and damaged card catalog cards, and weeding
dama‘oed volumes from the collection. In most 11brar1es the first task would

be handled by an AV technician or- an outside repairman, the second would




- e At et ot e o b =8 i S e

‘take place in the bindery, t:he t:hlrd in ‘the catalog department,* and the fourth

in the circulation department. At: the same time category 3 contains all the
.,t‘asks, relating to 'catalogix_lg ax_l_d. processing. In medlum to large libraries
processing takes pl%ce'in woerk areas where mending, binding, mafc_king and other
tasks of this type requiring similar supplies and equipment can be centralized
and efficiently utilized, Th_erefore, all tasks have been reassigned and re-

grouped into t:be following categories: -

1. Administration

A, Director and Associate Director
B.” Administrative Secretary and Clerk
C. Collection Development
D. Budget '

E. Planning
F. Personnel

"G, Public Relations
H, Systems Analysis
I. Department Heads (Middle management)
-J. .Copy Center '

"K.: Mail Room

’II . Bibliograﬁhy ‘

' III. Order/Seal;cll/Sérials B | R

IV . Ca.t:a log . |
V. - Bindery .

VI. Patron‘s. Services

1\ . ° -
VILI., AV Department ' : T o

VIII. Circulation

IX. Interlibrary Loan
X. Reference |

XI. Photo Lab

XII_. Building Maintenance - oo

XIII. “General Tasks
\

3

The two manpower statements of the professmn, lerary I:x.ucatlon and Man-

power (statement of pOlle adopted by the.Council of the Amerlcan lerary

‘Association on June 30 1970) and the "Subprofe551ona1 or Technical A551stant,

2 . : - 5
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a Statement of Definitionﬁ.(see ALA Bdlletin;62:387-97, April, 1968) were

‘used as guides to provide categories in twhich to arrange the tasks, Though
the categories suggested by the two vary somewhat, they are esscntlally

stllar in their definitions of the enterlng level (Clerk, lerary Clerk)

.and the sk111ed level (Library Technical Assistant, Technical Ass1stant) .

- The maln dlfferences are, that the Library Education and Manpower policy does,

not definitely state that the entering clerical 1eve1 posltlons require a

high school diploma while the subprofessional statement does, and that the

policy suggests three classificatioﬁs of supportive staff below the profession-

al level while‘the "Subprofessional or Techrical Assistant” report. recomrends.
two. ' ) -
For the purposesAof_this paper,'all'nod—professionai'tasks have been

clustered on two levels: clerk and library clerk for the entering ievel,
" technical. assistant and library technical assistant for the more advanced
level. Task clusters defined as éierical in nature are restricted.to the
perfofmante of "simple tasks related to typical iibrary goals and fuuctions
but limited to strict adherence to specific routines and.procedures".1 Ad-
‘mittance_to this level assumes a khowledge of clcrical\and_secretarial,
practices but does not require formal study of  library subjects. Library
terminology and procedures'are learned on the.job. It quickly became ap-
péfent that there were a large number of tasks that could be performed by -
persbns with very little formal schooling, i,e, fifth, ‘eighth, or tenth grades,
Thercefore the clerical category has been divided into two sectlons (1) serior
clerk (those duties that require a high school educatlon or 1ts equivalent)
and (2) junior clerk (those duties that require two years of high school ox
less). Im several _areas 1t is entlrely pooslb‘e to construct jobs that w:ll
not require more than an eighth cr tenth grade education: notably Binding/
) Mehding/Processing, the Photo Lab, Circulation, Order, the Mail Room, etc,
It remains to be seen whether the volume of wsrk in'actualﬁlibrary_situations

that they may be.

American Library Association, Interd1V1s10na1 Ad Hoc Commlttce of the
Library Education Division- and :the Library Administration Division. "The-
Subprofessional or Technical Assistant A Statement of -Definition." AIA.
_Bulletin, LXII (April, 1968), 392. '

PO

is suzz tﬁat"full time positions are practical on this level, ‘The data. suggest
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Those who possess some technical expertise either related to fibrary skills
such as bibliographic searehing, interlibrary loan procedures, etc., or related
to special.techniques used by the library to attain its goals? such as photo

lab or audib‘vishalvskills, are employed on the technical assistant or 1library

technical assistant level, Admittance to this classification assumes post-high

school training, i.e. two years of college; an A,A, degree in either library ;

skills or in business skills that can be used in a library (aceoﬁnting, personnel

supervision, etc.), or technical courses relevant to library operation. The

statement on suhprpfessional personnel also ‘accepts "progressively responsible

- experience as a library clerk that has led to-proficiency in one or more of

N B . . .
the functional areas" as a valid qualification for appointment to this level.

In view cf the 1ncreas1ng insistance of the Federal gcvernment that univer-

sities rece1v1ng federal funds for rcsearch projects, library development and

.student aid make a reasonable effort to recruit, .train, and.promote members

of disadvantagedyand minority groups,.it seemed necessary to carefully study °

.the nature of the work performed in libraries to insure that the required

" educational and promotional qualificétiens would indeed reflect the demands

that the jobs would.place upon the workers' skills and educational baekground.
"Difficulties of this type began to appear 1mmed1ate1y in the lihrary assoc1ate

and assoc1ate specialist categories of the policy on Library Educaticn and Man--

power. . There were almost no tasks below the prores51oua1 level that clearly
required’ a BA.or BS for their performancc oving to the fact that eacn task
taken individually describes a relatively.limited4action which ravely requires:
a hroad educational backgrouud ‘In the'case nf this category it seems necessary
to haVe a comprete pos1t10n dcscrlptlon encompa551ng varied respons1b111t1es
and requiring specialized knowledge before accurate assignment can be made.
The most promlslng locations. for associates seem to be in the areas of ready
reference, pub11c and tnchnical service duties requirlng SUbJeCL knowledge in
branch librerles devoted to those specialties, and admlnlstlatlve duties requlring
aecountiné; personnel, public relations or some other expertise of that type.

On the professional level there is little distinctipﬁ drawn between senior
and junior duties in the tesk clusters, Instead they are arranged by funciion
with both- the training time 7's and 8's grouped togethe However, =the joh

summarles in Part III point out the 1evel at whlch the tasks may be performed

a

Ibid. L4
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depending upon such variables as the size and organization of the library.

Admittance to this level assumes attainment of the MLS fot professional
librarians and a masters' degree in a subject field for the specialist, The
senior level assumes additionai.formalueducation'in_;elevaht subject fields
or;advanced work in library science'plus_practical experience, or informal
education:readiné, additional.cbursework semiégrs, institutesv—-allithe var-
ious forns of cont1nu1ng education--in addition to 1ncrea51ng1y rcsponslble
and difficu]t work experlence.

Once the tasks were sorted, by funotional atea and clustered by difficulty,
those tasks that seemed “to be badly mlsplaced were reassigned to more appropriate
grades (1ndlcated in the task c1uste1s by c1rc11ng the SERD rank and typing
the reassigned rank dlrectly below the circled number\ Clearly, there could .
bé no thought of reevaluating and questioning every rank assigned in the SERD
‘report since this would, siﬁply be to redo what had already been done. However,
tasks that seemed to be asslgned a very low rank on the tra1n1ng time scale
. were adjusted upward with an explauat:on in .the job summary for that task
| cluster. Particular attention was paid to SERD- ranks 6 and 7 which mark the

difference between nonprofesslonal and p10fess10na1 tasks.

At this poiut, the tasks were separated by ﬁrofessionalyand non-professional

in eachyfunctional area. They were then analyzed by three of SERD's s:ales:
Worker Functions which measures the orientation of tasks to data, people or
things; General Educational'Deveiopment which measures the level of reasoning,_'
mathematica1 and linguistic ability required Eor the performanee of each task;
and Worker Instructions which measures the amount of Judgement the worker must

: ptlllzc,in task performance, THe results of the ana1ys1a are tabulated in
Tables I-VII. '

) Following the tables is a series of brief narrative statements summarizing
the tasks assigned to that 1eve1 pointing out the conclusions to be drawn from
the analyses and commentlng on the findlngs. The last section consists of.the
tasks themselves, . '

Finally, there are a few observatj.ons to be made about: the libraries in

the study. Of the‘elghteen 11brar1es, nine are in the Chlcago-metropolltan
area, two are in the St. Louis metropolitah atea, and four are in'the Rocgg;rd"\
metropoiitan area, The remaining three are seattered; two in small towns in
Southern Illinois, the other in a small city ip’Western illinpis; There are

five school libraries, four public libraries, three special libraries, three




college and university libraries, one state Iibrary, one processing center and .

o

one public library system, Of the 'thr_ga_‘e college and university lib'raries, two

. are college  libraries (one a public twcv year ‘comrn.unity'collcge'and. ohe‘a private
‘°libera1 artyss college) and one public university ‘library with twvo compuses a
consideral;le\distance apart.. ‘The two” year school was recently established and

is not yet listed in the American lerarLDirectory. The . 11bera1 arts college

has a collection of 135,000 volumes and /ninc professional librarians. Tbe
university has a total collection of 1, 689 000 volumes and a professional staff
of 91, Since -there was no way of knoxung where most of the tasks \orlginated

~and since there was only a limited sampling of academic 1.1brar1es, concerted

effort was made to delete only those tasks that could not take place in an
academic settmg as was stated eralier. Conversely, tasks that were defm1te y
stated to have taken place in another kind of library, but which cbuld.also

‘take place in an academic library and for 'which there was 4o equivalent task
labeled "collcge" or "universlty", were also included in the study. Most-of

these came from a highly sophlst.lcated special library whose functions are

' analogous to those of an acddemic or research 11b1ary

There are several drawbacks Lo the SERD report that serve to make working '

‘with the data. difficult and that should be considered in evaluating the results

of studies based on it, First and most 1mportant is the problem of overlapping .

- and "duplicate tasks. The following six ‘tasks illustrate several ‘aspects of

the problem:

0266 Checks 211 order slips for 2 2 3111 12 0282 333 2 4 1 11
——accurac : ' : @

\
0472 Examines for completeness 2 2,3113 12 0282 333 2 4 1 11
and accuracy completed book

order forms received ZIiom
members in library system

0821 Ixamines . for completeness. 2 2 3113 12 (G282 333 2 4 1 11
and accuracy order forms for
periodicals received from
members in library system \

0392 Checks order cards submitt- 2 2 3113 .02 0282 33 3 4 1 .09
ed by teachers, staff and
students for accuracy -amd
completeness before deposit-
ing in consideration file
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~ '0686.  Examineés for completeness 2 2 3113 ~03 0225 333 2 -4 1 09
orders for titles and‘AV _ . - ) E
materials from K-8 school S
: _ N library and transmits to : '

L ' . secretary for typing of E
purchase order =
0751 . Revicws order forms from 2 2 3113 02 0217 333 2 4 2 09 *E
X - patron,and checks to see, ' S - : #Z '

' : " if title is on order, if"
title has. been purchased s

and is on fige, and whether

information [s pp11ed on order . .
N form is combplete : - "

. . =
N ) . : . K g .
-~
.

° Firfst: .the same ‘skill is described several times. . In this case all of the

above f‘asks descrlbe the same ‘action (that of checking to sec that the orde1 . ] . E :
formhas been completely f: 1led in), There is no way of detormlnmg, thercfore » o
/ _ : exactly ‘how many of the total 1 615 tasks defined by SERD really are d1st1nct : —E
duties as opposed to variation of the same basic sk111.. Nor is it possible
to determine whether the number of tasks discovered by SERD in'a functioaaf\ E
“)\\__,\_’ area gives a representatlve 1nd1catlon of the actual amount of work gon'ng on -
in this area in 11brar1es. ' v v , - _
| Second: -dlffelent descriptor words are utilized to ld‘e-\fine' the same. _g
sl:\} in different .locations. The six tasks' noted. above use three verbs ) -
~ (checks, examlnes, 1eviews) and four terms for the objects (order forms, ordcrs,: ". . ‘E
order cards, and book order forms). Another example can be found in c1rculat10n
_ with tasks 1451, "Inserts reserve oulcr form (vith patron's name) in titles . - g
._ o . and shelves alphabetlcally by last name atron" and 1533, ''Inserts reserve o ‘
RN " . slip in.book and files alphabetically lyf:::}e\ol\patron requesting ~bo'<3k'".' ; .E , '
N ) These ‘two task stateme’nts tise tvo verbs (she]ves.and files) and two sets of ~
. terms. for the objects (reserve slip and reserve order form) and (titles and g

books) The vocapulary ought to be standardlzed to make identification of: \\-‘ LK

4

' duphcat’e tasks easier, to empha51ze the ba31c Slmllallthb of the skxlls found

“and to fdcilitate- gradlng the tasks.

Thi d tasks or actions that can be broken down into smaller components

Smgle skill is descubed Tasks 0392 and 0686 add a “sécond’ action to' the one

‘\ .
are comb:uwd in one descrlptlon, greatly increasing the number of times a g
described above (deposltlng the checked orders in t_hc consuleratlon file and E

trapsmlt 1ng Lh_i_ﬁll@ckc‘i orders .for typing respectlve]y), wh1 le- task 0751 adds

,
. ‘ FE
. j-! S
) . . . . “ .- : ¢ .. ° L !
. . . . \ ) , A
. r .
. . -~ . - &
. (’3 to . L ) ’ y
e : : . . ' . '
¢
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, cited tasks, there is ‘remarkable un form:.ty in the gradmg. This seems to.

two additmnal actions (checks to see 1f t1t1e is on o1der or if title has T

been purchased) ‘thus . overlapplng with two. addit10na1 tasks (see 0723 ard 0751 -

SERD repgrt PP. 83 84). I‘urthermore, 8 number of.' tasks combine both pro-
fes31ona1 and’ non~professmna1 dutlcs in Lhe same task statement (s2e 0199

P 60) wiuch ‘not only makes 1t s1gn1ficant1y more dlfficult to scale the tasks
properly but also to assrgn t.he task to the proper performance levrel It
tends to make the tasks less un:LversaL by restrlctnng the klnds and sizes of"

11brar1es to whlch the sklll described c0u1d apply. : ' . ', v

e - -

It seems .mor¢ rational to list-all tasks as 31ng1e actions. 1ns0far as
possible and to-limit mu1t1p1e ac..lou tasks ‘to those that cannot be broken
down without' destroylng the meanlng of the descrlption. It is mterestmg
to note that ‘all.six of the above tasks ' are described as ‘specific tasks, _
that is \to say ' isolated, independent ~and narrow as opposed to general tasks
which include- several attions". 3 Moreover, descr1ptor words should be stan—

dar dlZLd and tasks should not be dlfferentlated becau.,e of the1r phys1ca1 -

location or because they deal with various formats, The six above tasks can -

- be simplified in the following mam_ler: : ' ' | L . :

\,.

‘Checks to see that order form is Complr‘-te and accurate. (0266 04.72 0821,

o ~ 0751, 0686, *0392) ' o
{ - Checks S der: form against order file to see 1f t1t1e is on order or has
' . ~ been purchased (0751) v . PR .
Deposlts <order forms in consideration f11c (alphabetlcally by author"
77 title?) (0392) - oL *

‘Transmlts order forms to clerks fo:L Lyplng of purchase orde"s (0686)

.
'

Neither of the final two tasks isrecommended as a model form for task descript-

ions since thc vexbs are so unspeclflgras to leave one wond rmg what Lhey mean,
[N ~

They are presented solely as examples of the way 1n which Lerms can be standard-
ized and tasks broken into 1ntegra1 units or sk1]_1s while retammg sufflclcnt
informatlon to 1dent1fy and evaluate them. As can be seen by -the scales in the

.

support the c;o'ntentlon that the skifils are bas1ca] 1y the same. As far as sea1 1ng
W, S

3 Social, Educatioral Research and Pevelopment, Inc, A Task Anallsas of
‘Library Jobs 1n the State of IllanlS. . Sl]ver Spring, Maryland, 1970, p. 14,

-
.
o

"o

-
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‘goes, it makes- little dlfferencc whether the information on the order form per-

tains to a—-monograph a serlal, a film, etc., or whether the search takes place

. in a school, public or un1vers1ty 11bra1y. There is enough variation between

the procedures in two di £ferent: 11brar1es of the same type (e. g,. a 100 year
old pr1vate university library with 3,000,000 vo]umes vs. a 15 year old state
univers1ty with 400,000 volumes or a 1,500,000 volume urban public library vs. a

35,000 volume suburban pub lic library) that simply stating the kind of library -

\the task\ls perf01med in.has no rflevance to the \meanlng of the task ~ On the

other hand there may be add1t10nal information tha\t has a strong. bearlng on

\

th\e task meaning such as: checks order forms in foreign languages. This ought
\ - | A . N .
to, be a part of the task statement. ,

Amorng other minor prob lems there are a number of task descriptions so
badly written that they seem virtﬁally meanlngless. Tasks 1500, l’Provides

graphic art specialist format and plan for development and t_echnlcal processing

. for using materlals _and equlpment in unlverslty level curriculum", and 0397

"Selects book selecuons for 11brary from cat:loging department by checl'ang

Aagamst original requests" and will sufface as examples of thls type.4 Such

'tasks were encountered in all areas.

Lt is not poss1ble to 1dan1fy the kind of library in whlch most of the

tasks took place. TWhile this is unlmportant in thc *task statemcnt, it would

. have been very ccnvenient if a cert_'tm digit in the task number had 1dent1£1ed

the orlgln of that task in order -to manipulate the daLa by computer. For

j‘example, Lhe Lasks found in all kinds of libraries cou]d have been 1dent1f1ed

the tasks found in ome type could have beun matched against those found in-

anothex type, and so forth. The resultant data would have been based on the

B cerLalnty that all the tasks 1dcnt1f1ed as existing "in certain kmds of librar-

ies did in fact take place Lhere. 'This would have required, however,. a dlfferent
approach in the basic studys A representatlve of each activity would have to

be interviewed in every library at least until a particular skill vas identified"
as taklng place in a cert_aln kind of library.’ | ‘ ' .

i 4

Regarding 1nterv1evs, the interview published on p.l2 of the SERD report

leaves one with the uncomfortable feelmg that the intervicwer's superficial
(
knovledge of the tasks involved in book selec '_‘ n seriously hampered his iden-

\
1]

Ibid. p. 153, p. 78.

. 1 3
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Libraries contains only 270 tasks., The Library Association's Professional

and Non-professiocnal Duties in Librarjes lists 299 tasks, Even allowing for

tifying the essence of the job, Almost all the questions measure quantity,
not quality and the effect is to call .into question the validity of those
infc"rviews dealing with staff engaged iu intellectual skills. .

In conclusion, the SERD report has been an immensely useful study. It |
could have boen improved if a professmnal librarian had been involved in
plannlng the 1nt:erv1cws and writing and scaling the tasks, if the vocabulary \
had been standardized, if the task ‘statements had been more carefully, written,
if dupiication had been eliminated, if task location had been idcntified_.‘ But
it is still an éxt:remely valuable .piece_ of research. The fact that 990 of
the 1600-,tnsks or about 2/3 could have been performed.in academic libraries
even though they constituted only 1/6 of the libfaries in the study indicates
that very similar tasks are going on in all libraries, It should serve as

a unifying force for the profession, It is very useful as a source for job

descriptions, The ALA List of Professional and Non-professional Duties in.

extersive dupli.cation the SFRD report contains many times that number. Further-
more, the scales provide a wea]th of analytlc information that is not avail-
able anywhere 21lse and tHaL lends 1tse1f for use in restructuring and re-
a]1gn1ng dutlcs fo construct new jobs, And it will serve as the base from

which add1t10na1 resealch is conducted for many years to come.
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. v WORKER TUNCTIONS

)
f A. DATA;

£ach task was assigned one of eleven codes in {ts
relationship to information or knowledge

<
§
ADMINISTRATION
! - .
i . Director & Adm, Secy. Collect Public Systems Department Copy Mail
Associate Adm. Clerk Develop. Budget Planning Personnel Relations Programoer Heads Center - Room
: ? NP P P . P NP P NP P KN P NP ] e ')
£ o1 copying or 22,7 2,9 2,0 7y 66.6
t coding
2.6 8.3 15.4
02 Comparing 13.6 4,0
. ! 23,1
+ 03 Computing 4,5 20.0 10.0
. . i : 8.3 2.6
i 04 Translating 11.4 2.9 6.3 2,0
15,4 8.3 2.6 15.4
05 Coapiling 13,6 8.6 6.3 10.0
. . ' 10,3 12.8 8,3 16.8 38.4
i- 06 Analyzing 28.3 2.3 23.1 8,6 5.7 16.6 6.3 20.0 1_2.0’ A
10.3 8.3 8,3
07 Organizing 11,4 N 5.7 4,2 10.0
- . . : 12,7 5.1 5.1 33.3 L1647
08 Coordinating 20.8 2.3 1.7 2,9 2.9 4.2 6.3 8.0 2,0 R .
\ 2,6 2,6 16,7 8.3 20.5
= 09 Planning T 41.5 6.8 61,5 1.3 33.2 6,3 16,0 2.0
g oo ) . : : e 2.6 2.6
i 10 Synthesizing - 7.5 1.7 8.6 8.3 4,0
-~ . 15.3 16,7 46,1
11 Not Applicable 1.9 11.4
.. 12 Other .
. h 28,2 71,8 50,0 50.0
Sub-total (%) 54,3 45,1 66,5 33.5 58.0 42,0
- 100 100 100 .100 100
Total (%) 100 100 100 100 100 .100 .
o ’ 39 12 39 6 13
. No, nf Tasks 33 44 13 35 48 50
’ 4.0 1.2 4.0 0.6 1.3
% of Total Tasks . 3.4 4.5 1.3 3.5 4.9 5.0
l:’ ot
1
. ~C
- 45
" 3
. .
¢

BIBLIOGRAPHY SEARCH-ORDER

P “NP
22.1
W
NS
8.2 |
‘
32.2 2.8 11,9 w
1.8
6.5 2.1
61,3 0.9 ’ |
0.9 |
3.6
'
4.6 9.3
100 100
31 108
3.1 10.9 !
L)
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'.f"f"".f,-‘;f-b, FRapatat RENE 2 s S O
ems® + Ocpartment Copy Mail ’
'rammcr © Heads Center Room
NP P NP NP P
66,6
8.3 15,4
i 3.1
8.3 2.6
2,6 15.4
16.8 8.4 Tna
8.1
5.1 R ER 16,7 ‘ 6.5
‘8.3 20,5 61.)
2.6
p
16,7 46,1
0.0
100 100 {00 100
39 [ 13 k)
i. 2 4.0 0,6 1.3 i1
|
]
, ] -
. °
L]
Q - - - pees e

ERI

Aruitoxt provided by Eic:

0,9

0.9

4,6

100
108

BIBLIOGRAPHY * SEARCH-ORDER

NP
22.1
.4

3.6

8,2

1.6

96,1

10,9

CATALOG

P NP

1.} 24,4

12,7,

2,6
2,6 6,4

1.1 9,0

27,0 73,0
100

78

BINDERY

34,7 -

15,4

3.8

PATRON
SERVICES

8,3 16.7

41,7

i6,7 8.3

28,9 ..

5.7 94.3 25.0 75.0

100 .

100

<
N
AUOIO
VISUAL
P NP
1.8
6.3
0,8
6.3
7.1
25,0 11.5
0,9
7.
11,6
0.9 13,4

45,5 54,5 '10.9 89,1

100
uz

1.2

CIRCULAT,

12,8

4.2

100
‘us

11.8

" INTERLIB,
LOAN

27.6

REFERENCE

P NP
2,2

2.2 2,2

2.2 6.5

4,3 6.5

6.9

13.8
100

29

#6.2 69.6 30,4

100

46

”
e iand
: X
i’
3
Rt
PHOTO BULLL NG GENERAL
LAB, MAIN, TASKS
NP p NP P NP
56,3 3.7
' ’
[
6.3 37
8.7
1.1 333 1.4
12.4 LR AW
3.7
291 7
6.3 1.4
88.9
81,5 18.5
100 100 100
16 9 oz
L6 1o 2.7

oot

RN

3]

B NI
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IV.  WORKER FUNCTIONS . : » ot . ) _
B, PLOPLE: Each task was vated according to the extent to which -
) it required {nteraction with other people, Eight ’
‘ ftems were fncluded on this scale, Lt
| : \
E W -
!
i
' L L | o 3 .
i : . . :
i . ADMINISTRATION . EEE BIBLIOGRAPHY SLARCH-OR:
fi Director & Adm, Secy,. Collect, . . . Public . S)"ueru Deﬁartment Copy Mafl \
: * Associate Adm, Clerk Develop. Budget Planning Personnel * Relations {Programmer Heads . ¥ Center Room
P ©Np P P S P NP P NP P- NP P NP P « WP NP P P AP
. . . : -
1. Taking {nstructions, : . : . ) ’ N
- L § ~" helping, serving - s 10,3 8.3 2,6 50.0 0.8 6.5 2.8
i Lk C . R ) : . ’ .
- "7 2, Exchangtng taformation 23.1. 8.6 229 1z.5 18,0 20,0 7*7 15:2 8.3 83 205 - 7.7 34.8 2.7 12
i 3, Counseling. persuading, . . : . 2.6 o SN ) . ‘
R diverting 26.4 23.1 : 4,0 : . . . .
. - . . 10,2 7.7 8,3 48.7 | 16.7 6,5 0.9 8.%
( 4, Supervising 11,3 4,5 7.7 17.1 8.6 1l6.7 6.3 14,0 45,0
: .
' S. Consulting, instruct= * : » L L .
' - Ing, treating 41,5 S WS s sa 21 100 20 6 8.3. lo.2 : .ol
i . ' a -0, K
| 6. Negotiating 1o 30.7 8.6 18.7 8.0 2.6 . 7.7 cozE 08 s
t . .
oL 7. Mentoring ' N 2.6 2.8 |
; 8. Not Applicable 1.8 8.6 22,8 22,9 8.3 12.5 4.0 12.0 . |
i : . . , . 5.5
PlE subetoral () 54.2 45,8 66.6 334 8,0 42,0 283 7.7 49.97 501 o s s
ol Total (2). 100 100 100 10 . 100 100 100 00 100 100 100 00 1
- Wo. of Tasks 53 " 13 35 w - s ¥ 12 3 6 B n log
- . . b . . .
. % 2 of Total Tasks s 4. 13 1.5 4.9 5.0 4.0 12 4o 06 . 13 31 109
i . . .
5 . A\
i 3
B . ’
il .
; 5
Fo .
t oy
5 % PR s . o
= - 3 .‘ / )
- ° ' iy e e e e i e = :
I . 17
(€] -
: : N
e j .




<

TS IR vy . %
A RS e mmwinsn et DT

>
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» BIBLLOGRAPHY SEARCH-ORDER  CATALOG BINDERY
: .
ns Oepartment Copy Mail
ammer Heads Center | Rooa
L 5 ' . NP~ NP ' .p P NP P NP P NP
2.6 50,0 30.8 6.5, 2.8 1.1
.3 20.5 1.1 54.8 2,7 22.2 9.0, 5.8
48,7 16,7 / 6.5 0.9 8.4 5.1 3.8 1.9 7.1
10.2 C2.8. 3 3.9
1.7 ’ 12.8 0.9 1.9 .
2.6 -
20.5 60.3 3.8 -69.2
Yl 4,5 95.5 26,9 73.1 5.7 94,3
100 100 100 100 100 100 100
39 I 13 31 105 78 52
2 4,0 0.6 1.3 31 10.9 1.9 5.3
v . »\_./

PATRON Ar010 . INTERLIE,
SERVICES  VISUAL  CIRCU.iT, . LOAN  REFERENCE
P NP P NP P N P NP P NP
8.3 0.9 8.0  -17,8 3.4 1728 151 8.7
8.3 33,4 7.1 7.1 3.5 20,7 3,4 27.7 17.4 10,9
1.8 . 0.8 34 2.2
8.3 33,4 8.0 45 42 17 10,3 8.7
10,6 — 6,3 0.8~ ) T e - 12,4 2,2
8.3 6.3 °0.9 17 4,3
4.5 o, 2.2
6.3 21,7 2.5 9.0 8.0 2.2 8.7
24,9 75,1 45,5 54,5 11.0 89,0 6.8 93,2 69.5 30.5
100 100 100 “*100 100
12 . 12 18 N 29 46
1.2 1.2 " 1.8, 2,9 ¢ &7
)
B & &

LT

PHOTO
LAB

12,4

75.0
100

1.6

et AR e N e kLT

AN

< :
.
.
- ‘\\\ l
. - ~
13 :
; .
;
! |
i |
N |
;
|
BUILOING GENERAL
MAIN. TASKS-

NP P
.1
25.9
1.4
3.7
81.5 18,5 |
100 100 . |
9 . 27
1.0 2,7
L
o
§

|

3P RRC
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© 7.1V, WRKER FUNCTIONS
. U .
: " C. THINGS: - Each task woy rated according to the extent to which “
: Lt-anglved the use of things, Eight fteas were used, 4 |
.i e . ‘
~ . - \
~i , '. |
-~ i |
F b ~ . - ° ‘
' e |
L . S T e 1
ADMINISTRATION = . . BISLIGGRAPHY  SEARCH-ORDS
& . Director & Adm, Secy, Collect, Public Systems Departaent _ Copy  Mail: |
-i Arsociate  Adm, Clerk Develop. ° * Budget Planning Peraonnel Relations Programmer: Heads Center Room {
. . - e ' Te—— \
P ,"’ P P NP P NP ) v P NP - P NP P NP NP, ~ P P NP |
t 1. Hasdling o 11.4 1.7 46,1 2.8
, 2. Monitoring © 6.8 : 2,1 2.0 2.6 R 16.7 7.7 6.5 SR
i e ™ 3. Servicing - B 2.6 “\\' |
' g 4 Operating . o 52.3 _ 5.0 22.9 6.2 1.5 8.0 140 2.6 25.6 8.3 16.8 1.1 66.6 ¢ 10.8 0.9 24
- N ‘ 5. Preparing/Sct up 24,5 15.9 - 30.8 %,3 8.6 41,6 4,2 22,0 4,0 i) 29.5 25.0 33,3 - 16.7 .i 2.3 9.9 19,5,
e ’ 6. Maintensuce ' 3.2 ‘
: 7. Storsge/Rei:i 9.1 1.4 6.3 2.0 8.0 12.7 - 8. . 2.6 7.7 1.2 0.9 0.6
l . " - :
: Lt §. Not Applicable 5.5 4.5 61.5 14,1 2.8 18.8° 8, 20.0 140 15.4 7.7 1,3 8.3 51,3 54.8 1.8 5.6
. 9. Other 28,3 :71.7 49,9 s0.1 4.5 95.5
F Sub-total (%) $6.3 45,7 66.6 11.4 58.0 42.0 100 100 100, 100 100 . 100 100 |
¢ Total (%) ' 100 160 : 100 100 100 100 » 12 n 6 13 T 18 |
‘; No. of Tasks : 53 44 13 B 48 50 4.0 1.2 4.0 0.6 1.3 ' 3.1 10.9
I % of Totsl Tasks 5.4 4.5 " g 3.5 4.9 5.0
} : g . 1 t
3 - 1 .
L}
1 E .
. 3 N -
3 i . - -
’ A . - - " ’
. g, — B - -
a N T i (e -
- ' - i 19
- - - ° . .
. - Al
o . :
£ ' .
' - B
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ERCHE S

7
Systems Departzent  Copy Hail
ms  Programmer Heads Center Room
P NP P NP " Np
. _ 46.1
5.1 16.7 1.7
8.3 16.8 1.7 66.6 0.8
. 5.0 "31.3 16.7 7.1
. 8.3 26 1.7
333 8.3 51,3
49.9 50,1
N .
100 100 100 100
12 3 ; 1
] AN
1.2 4,0

R R TR TS ¥ s Vsrvaran e
3
\
.V
,
14
. . , .
. .
¢ PATRON AUDIO INTERLIB, pHOTO  BUILDING GENERAL
BIBLIOGRAPHY ~ SEARCH-ORDER cavaroc - BINDERY  SERVICES  VISUAL  CIRCULAT.  LOAN = REFERENCE LAB, HAIN. TASKS "
LA A N P 8P P NP P S NP P NP P NP P P np P NP P NP
3.7
) ' ' 6.3
2.8 1.3 3.9 . . 0.9 0.8 5.1 ) 2.3
46 T IR N Y . 0.9 8.9 6.8 12,5 53 :
t-6 : 2 . 3 ' - 1.3 3.7 37
9.6 330 3 a 8.2 o
0.9 2.4 ML 426 B0 2.0 6,3 19,6 L7 331 4LS 6.3 63 : ot s ,
0.9 195 2,6 14,1 5.7 19.3 16.7 333 18,8 7.1 5.9 5.9 )4 13,8 1.8 .
. : )
. 1 . oL
0.9 306 1.3 3.8 167 18.8 63 0.9 9.3 34 L4 174 87 5.6 100
-
1.8° 5.6 ;
L5 955 27,0 73.0 5.7 94.3 25.0 75,0 45:7 %03 11,0 89,0 6.8 91.2 69.6 30.4 BLs- 18,5
a e . 100
s 100 wo 1m0 w00 100 100 100 100 0o -
108 . 78 52 T ‘1z 7 ons T29 46 ¢ 16 . o
10.9 1.9° 5.3 1.2 T 11.8 29 L .
i .
i
i
. ;,
) ;
' 1
:
: .
) \ . . N i
.. - 2
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v. GENERAL EDUCATION DEVELOPMENT

A. REASONING:

fMl_lule refers to the problem-solving snd-
judgmental skills required by the task.

task vas rsted in terms of aix items ranging
from elementary to highly developed ressoning

skills,

1. Elementary uluon(n;; one or two
" step instructions

2. Elementary rassoning; detalled,
uninvolved written/oral fnstruc, *

3, Elememtary ressoning; written,
oral, diagramsatic form

4, Apply ratienal systems to solve.
practical probiems; deal ‘with
concrete veriabies

5. Apply logic/scientific thinking to
defins problems, collect dats, d-sw
conclusioms, stc, Interpret technicsl
instructions in books or math, foram

6. Apply logical/scientific thinking to
intellectusl/practicel problems. Use
non-verbal sysbolism; abstrsct snd -
concrete varisbles '

7. Other .

Sub-Total .(2)

Totsl (x)

No, of Tasks

% of Total Tesks

- - |
. .' s o ALY
Tyeir
i |
’ |
. . L
- . |
__________ ! T T R A RS Y e S W O ey o i
4
.
d '\ |
b
o
. . .
Esch
. BIELLOGRAPHY SEARCH
Director & Adm. ° Secy, Collect, Public Systeas Depirtnent Copy Hnlln,-- Y ]
Associste. Adm, Clerk Develop.,  Budget Reistions Programmer  Hesds Center Room . .
P NP P PN P K P NP P NP P P
1.4 10,3 33.3 " 8
A e
25.0 T, 15.4 2.6 32,3 30.8 20
’ 1
56.8 © 2.8 2.9 12.9. ' 12.7 33,4 15.4 n;l
| ) . i |
9.4 6.8 2.8 229 10,3 20,5 16.7 25.0 46.2 22,6 0.9, za‘
! . {
6.2 8.6 20.0 117.9 7.7 333 1647 28.2 ) 67.7 1103
'
/ ‘
. . 8. 10.3 ' 9.7
264 S 1s 86 - 3 )
\
’ [
. . p
T : 54,2 45.8 28,2 1.8 50,0 50,0 lh.o 9:
: . | . B
100 100 . 100 - 100 100 . 100 100 100 100- 100 100
S 3 k) 12 39 R ¢ 1 108
5.4 4.5 13 ' 3.5 4.0 1.2 PN 0.6 1.3 3.1 10.9
“
. \\\
\
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.| Systems . Department  Copy . Mafl
>ns < Prograsmer Heads Center Room
PP NP P NP NP
75 I 33.3 53.8
W4 2,6 33.3. 30.8
.9 12,7 33.4 15.4
W5 16,7 25.0 46,2
1 3.3 16,7 28,2 )

8.3 10,3
r
Al
.8 50,0 50.0
t 100 100 100 100
Y] » 6 13
' 1.2 4.0 0.6 1.3

’ ~ ha
Al
llﬂleRAPHY SWCWORDER CATALOG BINDERY
P PN Pow @ )
. .
8.3 6.4 8,1
04 1.3 205 25,0
8.9 2.8 15.4
22.6 0.9 25,1 103 1.9 1,9 5.7
67,7 3.7 37 15.4 6.4
9.7 3.9
. .
4,6 95,4
100 100 oo’ 100
3 08 "o 52
3.1 10,9 T g 5.3

. PATRON
SERVICES

25.1

8.3 33.3

16,7 8.3 217

100
.12
1.2

AUD10
VISUAL

10.7
0.9 22.3

15.2 10,7

. X '
27,0 73.0 5.8 94,2 25.0 75.0 "45.6 54,4 11.0 89.0
v . 3 v

100

1.8

13
e
~
e
L
" INTERL1B, "
CIRCULAT. LOAN  RCFERENCE ..
PN P NP P NP
7.6 6.9 ' 2.2
2.6 T 24,1 4.3
2
1.7 424 34.6 2.2
3.4 1] %4 20,7 0.4 217
5.9 1.7 3.4 6.9 8.2
LY . 1

6.8 93.2 69,6 30.4°

100 100 100
118 29 )
11.8 2.9

4.7 .

PHOTO
LAB,

18,7

56,3 °

18.7

BU1LD ING
MAIN,

15

88,5

14.8

R T X

16

1.6

14.8

e s
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V.  GENERAL EDUCATIONAL DEVELOPMENT :
B, MATHEMATICAL: This scale ranged from the need (or 'shnple to
" complex mathematics and included seven items, ' o z~
5 ) .
N .‘ + .
N
. N ADMINISTRATION N BIBLIOGRAPHY - SFARCH-0
director & Ade, Secy, Collect, . Public Systems Uepartment  Copy Mail
Auoctﬁte. Adm, Clerk  Develop. Budget  Planning Personnel ° Rélations Programmér Heads Center - ..Room
. P - NP P P N P NP P NP P NP P NP P NP NP © P P K
. 1 * ) N ! * . . .
1. Nothing short of ’ R R
common addition 1.9 4.5 5.1 1
.
2, Second-third X .
, grade math 15.1 20.5 38,4 10.4 4.0 . 20,5 8.3 83.3 15.4 21
3. Third-sixth " _ R _
grsde math 5.7 56,8 2.9 20,0 8.3 12.5 38,0 28.0 23.1 8.2 8,3 43,6 16,7 30.8 9.7 1.9° 61,
4, Sixtheninth - . . . ) '
grade math 3.5 46,2 8.6 83 2.1_,20 40 2.6 5.1 12.6 | 2.7
5, . Ninth-eleventh . . N M
~ ——grade math—_ 5.7 — _ 55,7 17,1 39,6 6.3 10.0 2.6 6.7, . 23,1 61,3,
6, Twvelfth grade-
elementary college .
math 17,0 1. 5.7 8.3 2.0 25,0 41.7 1.1 16,1
7. Highly specialized - ’ : .
. math 1.8 1.7 9,7
8. MNot applicable 1.3 182" 2.1 21 2:1 6.0 6.0 " s 5.1 518 2
9, Other . . . .
Substotal (%) N 54.3 45,7 66.6 33.4 38,0 42,0 28.3 71,7 5.0 50.0 i . . ' . 4.6
Total (%) 100 100 © 100 100 100 100 100 100 100 100 100 . 1g0 100
No. of Tasks 53 W 1 s 48 50 » 12 » 6 13 n 108
% of Total Tasks 5.4 4s 1.3 3.5 49 .+ 5.0 40 1.2 4.0 0.6 1.3 31 109
. ) ‘ !
A - N wr o ! 3
: - o
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[
Jatems Department Copy Mail
‘rogramuer Heads Center Room
) I 1) NP
8.3 i 8,3 15.4
3 . 43,6 16,7 30.8
Lo 12.8
S 23.1
.0 41 7.7
7.7
5.1 5.8
0 50,0
100 ioo w00 100
12 . 39 6 13
‘ 1.2 4.0 0.6 1.3
]
.
» ) \

BIBLIOGRAPHY  SEARCH-CRDER

’

s

P NP
1.9

21.3

1.9 61,1

" CATALOG

20.5 55,1

269 73,1

168
178

1.9

f

©UIRUCLAT, 4 LOAN

P NP

0.9

16.9
1.3 1.6
0.8 1.7
171
0.8 10,2

R
*
v )
.
a ' ’
. e .
. .PATRQN AUDIO
BINDEBY SERVICES © VISUAL
v
P 5P P NP ¥ NP
1.8 2.7
1.7 16.7 3.6 4.3
1.9 0.4 8.3 15.1 19.6
8.3 M3 45 2.7
E I KR S 151 0.9
8.3 5.4
W4 250 18- 1443
5.8 932 24,9 75,1 25.5 54.5 11.0 8Y.0
1% 100”7 100
52 12 112
5.3 Lz, e
f
N
.‘ﬁ.
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INTERLIB, . TN PHOTO.  BUTERING . GENRAL T
KCPERENCE 7T LAB, HAIS, TASKS
S .
v "
NP KP P NP P PP NP : .
. ~ k
“
Al N .
34 6.3 .o
. . .
24,2 15.0 ‘ o ’
; S :
. e22.2 14 7
53,8 26,1 21,7 6.3 .
n “ ——
w04 as 1.1 B
14 19 LS A
3.7
L]
34 2.2 4 12,4 7ok 37
, Bl.% 1K
" 100 100 100,
16 4 2
2.9 . 1.6 1.¢ 2 -
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jl V. +GENERAL EDUCATIONAL DEVELOPMENT ., L A N
.. s lay * . ' . o '
. Lo b . o . k3 . N
R F.Co LANGUAGE: This scale rangea: from simple to complex. - ; . A .
L One response was selected for ‘cach task, X
. . - PR ' ' B
‘. N ¥ . . - -
‘ * ! o i L
. { .- S : : . . : ’ !
. T R » - . o “
v e . .
e . . ' ¢
- w o ] ADMINISTRATION . E
. B . ® - K - . N
- . 5 - v
- - ' Director & Adm. Seey., Coltece, Public Systems Department  Copy Hall
¢ i Assoclate Ada, Clerk Develop. Budg Planning ~ Personncl -  Relations ~ Programmer Heads Center . . Room
. . . . A S N . N .
o . P w P c.e.-w\JP W P N P NP F NP P NP NP
1T ° . B . L, T . .
DY E 1. Up te thres years . < 9 E] o
N ( LE" LPF sihoolivg t 23 - ' - : 7.7
i © 2, Up to-six ye-kl o Lo "
e el . of schoollng * 91 . - , 10.4 5.1 66.6 30.8
N : » . . - . ¢ [N - *
. 3. Sixth to ninth . E B . .
AR grade o © 3.1 14,3 6.3 14,0 17.9 8.3 10.3 16.7 38.5
> g Y. '.: . - B ‘ N S
. . . 4. Ninth grade through . . f :
- . - some post-high school Y. 45,9 -~ 2.9 25,7 4.2 2.9 4,0 22,0 17.9¥25.0 23.4 28,2 % . 16.7
5. Polt'-hl:hﬂchool; V ) M : i E *
*  linguistic experience 50.9 4.5 46,2 37.2, 5.6 9.6 4.2 44,0 6.0 15,4 -17.9 25.0 8.3 43.6
6. Considerable et_iuc’a’tlon a N * . h ’ K
*  linguistics A9 53.8 ' 22,8 10.0 12.8 12.8
E 7. Mot applicable - 4.5 N : R 23.0
. \ .o , v
. L§ 8 Other e . . . I
: Sub-total (%) > 5.4 45.6 66,6 334 58,0 - 42.0 257 1.8 50.0 50.0 ¢
vy 7, Total (1) 100 100 100 100 100 100 100 w0 100 100 ' 100
No. of Tasks 53 4 13 35 Y 50 39 12 39 6 13
. AT O M . ° u
N % of Total Tasks ' 5.4 45 1.3 3.5 ‘4.9 5.0 4.0 1.2 4.0 0.6 1.3
s .
. T T | > ' . .
f,f’ . .
) N % N a -
’. . e ) ]

BIBLIX
L]

-




Y

AT b 2.

L]
o
; ) ;
; z
. ’, .

@

.;vuen"_" Departeent Copy “Mall

rogramuer Heads , Center Room
NP, P Np NP

\ .'a,‘-

R - 1.7
v w50 666 30.8
8.3 10,3 16,7 38.5
o ~

\? 3.4 23.2 16.7

& . 8.3 43,6

X .

KN

> R ‘12.8

AN K
B 23.0

y ~N R

1 - '

0 50.0 .

100 100 100 100

N .

12 9, .6 13
©

L2 4.0 0.6 1.3

» .

: . L]

B 4

| !

§
e . v

| -, *

. P

| .

o . e

\ \EN{C '- .-

A 11701 Provided by ERIC A\l

BIBL10GRAPHY

100
an
3.

K}

SEARCI-ORDER

0.9

7

S s

4.2

R LY gt o o ,‘..oa.\’l"".".\’fg‘..-,g..u,‘:nf";éaﬁ PR R i

&
&

CATALOG

5.1,

12,7 12.\

8.0

27.0

100

NP

10.2

26,5
234
1.3
1.3

73.0

7.9

eV §

94,2 25.0 75.0 45.6

AUD10
VISUAL

0.9

" S4.t

11.2

Y

T

e
7
f
' A
. 5 2
;

L

Y i

H LAV
- o
a
[ M ‘ \\
» .
oot "om‘s\
B [}
N VR > R
.* N
- . » .
. . ‘
. b
L1
\
»
\ .
' .
INTERLIS, . ' PHOTO
C1RCULAT, LOAN ' REFLRENCE LAB,
1

NP P - NP - . NP P NP

2.5 2.7
* A N
1.1 . 7 )
2409 51.6 43.8
e .
26 217 22 174 25,0
. " :
42 6.9 6,9 30 6.5 6.2
. [ .
30,4 = et
. . hed v
1.7 6.9 . 18.8
. o e,
11.0 8v.0 6.9 93.1 69.6 30.4 .
100 100 100
29 46 o~ 1
118 2.9 - 4.7 1.6
A
o
o
13 “
.

SECas v Tk e R VLR

v
‘
|
‘ i
s
[
o 1
o |
W
(SN
\ .
.
¢
Ve
GENERAL
TASKS
NP
.7
:
1.1 .
3.7 |
- ,
18.5
100
27
2.7 - |




. -4
[ . [y
¢
,
. : R
\ s .
. } .
. , .
- N 1 y
‘
. . RS T A paiva Kol !&Qm \ sk A v,-...{~v.,“. R e men o s oy
: - :« - N IS ’
il . .
- a » u
oo b :
o i . . ;
.- : - N
a { N
¥ .
=, . . .
9 -~ . :
! .
o
: * v
R e )
» T . 3 i . . oo . ’ ”»
: H \1. WORKER INST'WCTIONS )
[ - R . .
H ¢ This scale concerns_the extent to which o task . . .
. - pernits or requires judgesent in its carrying . . .
- out, The scale contains eight iteas, B
. . ¢ . € B . '
. - L) M N
. ; N
s H 4 . .
H
i 5% » .
o - .
ADHINISTRATION . ‘ T : BLBLIOGRAPHY
of T f . .
i - .
g \ Director 6 Mdm, Sgey, Collect. . Public Systeas Department 095“‘" Hailm
" | - ... \ B . Ansoclate -A:-. Clerk Develop. Sudpet Plaaning Personnel Relations Programmer Heads
- . ' ' . wr 3 P NP NP P NP P N P WP ] e ™ '
E 1 l.-\l:l. outputs, equipment & pln‘uduru speci fied . wr 18.2 2.9 2.1 2,0 . 12.8 8.3 0.0 - 69.2 .
[ 2. lwuts, outputs, ete. all spreified, but worker hes ) st . 2.9 6.3 16.0 RIS 21 31.3 0.8
K same leowmy . . . "
. 'J.' lagute 7'od outpets specified; worker has considerable 15.9 .9 2.1 2,0 6.0 5.1 ’ L
{reodam a3 to procedures, timing, tools and equipment . ' . .
\! W Service .’«'ﬂh‘ in assigamest--ssan, samusl, request, 1.8 1.3, . 113 2.1 6,3 6.0 120 2.6 15.4 8.3 T 119 16,7 °
. ® Worker mmst work out own’ weys of getting task done . R - .
= 5. Semw as 8%, but wrker elso expected to know and esploy 9.4 ’ 11,3 2.9 8.3 8.3 8.0 4.0 5.'1 10,3 16.7 33,4 ’ 12.8 9.7
. theory; waderstamds whys amd wherefores of various options . . - “
v . o . .
- & \orker tmvestigatss services masded o' evaluates thrm vith . ne 6.5 a8 29 208 4.2 RO 20 12.8 51 8.3 8.3 ns . o e
{ 14 u(nl to purformsacs characteristics and loput desends . . . o o L
i : . . .
E 1. 18 order to veliss problem, . worker must consult unspecifled 15.8- . 2.1 5.1 16.6 2.1 10,0 7.7 . 16.7 15.4 129
sources of islormstion; devise investigstions, surveys, or A B
date, stc. . . f
. i . . .
i . R
ol 0. leformstion amd/or ditectiom comes vo worker in tesrms.of nesds; 3.0 . 3.4 8.6 8.7 2.1 i 1“ . . ‘
o e wrber wust call for steff recommendstions snd reports concerning ) . .
/\' - g methods; cobrdinatss orgenizationsi or technical dats ~ .
@ ] i = CEN -
o Y. Other . . . . ' .
Sub-totsl (%) ’ - 56.2 4.8 66.5 33,5 58,0 42,0 28.2 71.8 50,0 50.0 .
- totst (2) \ ' " 100 100 100 100 100 100 100 100 100 10 - 100 Lo T
. : t g 5. of T 3 Lo ) ) 48 0 9 . 12 s » 6. 1 n .
i . " :
L T of Total Tasks : Y . 4.5 1.3 3,3 4.9 s..o 4.0 1.2 .60 . 0.6 1.3 KRR}
. .
r . § . .
‘ i . : :
b 3 se - - f ,
} . Es . . & N R
L . . .
I Y o«
o ' . - .
NP - .
j N . [
. i . . s . . . \
Lot g ' ‘
" ’ . . o

o b -
I

ERIC

B A Fuiimext provided by R




Public
Relatioos
P 114
12.8
3.1
-5
2.6 15.4
9.1 10.3
12.8 5.1

7.1

Systems
Frogr ammer

P xp
8.}

Lupy Mail
Departaent
Heads Center Room
L
' 14 NP
50,0 69.2
1.1 313 30.8
»
5.1
t1.9 16,7,
12,8
.5
15.4 -
2.6
¢
w00 - 100 too
1 6 3!
4.9 0. 1.

~

AlDlo
L LstaL

1.01L.5

15.0 45,7 %.)

W
-4
L]
R —
i : ' PAIR N
BIBLIOGRAPHY SFARCH-ORDER  CATALOG BINDERY =+ A\ 'CES
k4 -
? P NP LI P NP P NP
16.7 0.3 1y
38,0 16,7 7.0 8.3
D000 L2 154 (SR 8.3
0.4 12,1 98 8.0 5.0 5.0
9. 46 13,0 12,8 5
1.4 2.8 09 12 0.4
1.9 0.9 1.2 1.9 16.7 ¢
K
1.y
s.6 95,4 2606 3.4 5.7 94,3 25.0
“100 100 100 " 100 Yoo
n 108 ’ . .52 12
IR} 10.9 R 5. 1.2

100

tn
i

.2

TS AN g bt ST R ‘%&M :Me P Y
o .
.

DN Lo

INTERL2B,

+ Tht ULAT. LOAR REFERENCE

22.9 17.1 2.2
0.8 15.6 8.1
0.6 11,0 0.3 2.2 1.0
L5 1.9 64,138 13,0 13.0
15 s 1415
tb- S0 -Tate
0.8 t1.e 22
1.8

11.0 89,0 6,9 93.1 6% & 10.4

100 100 1ou
AT 16
. 1y w7

A .

¢ - 2:

&

PHOTO
LAB.

12,5

50.0

12.5

25.0

BUILDING
HALN,

1.1

2ea EOG i s IR L L R A

L]

Gl

ENERAL

TASKS

4.8

8.5

133

11

8l.%

P S T




e e T e o
¢ .

DIRECTOR AND ASSOCIATE DIRECTOR
Job Summary: ‘The tasks grouped together here are normaily performed on
‘ the senior administrative levell " They involve shaping and defining the library's
goals and ObJeCthCS, app1ov1ng and implementing the programs to reach them, e .
employ1ng and guiding the 11b1ary s senior staff represcntlng the 11b1ary in 4 »
the academic communlty, and coord1natirg its goals w1th the obJectlves formu- - ) , ‘j
i lated by the 1nst1tutlon‘s trustees, adm1nistrators, and faculty members . o |
| Quallflcatlons" The Lra1n1ng time scales 1nd1cate that minimum qua11f1ca-
.tlons are an MLS plus three years of ‘experience, or some comblnatlon of ‘a” second' B

wasters and some experience, or a docLorate. MUSt be skilled 1n analy21ng data
coord1nat1ng and plann1ng programs, and consultlng and 1nLerac ing with. people.
"\\gpst ‘be able to solve a var1ety of manager1al problems and have the ab111ty to,;
nwrlte and speak well in representing the 11brary . :hff'\;', .
_ Comments Depend1ng upon the 51ze and complex1ty of the 11brary,‘the tasks.
clustered here can be performed by a 51ngle ‘person or d1v1ded betwecn a director, --H:f"
s-an assoc1ate and several a551stants. Thcse tasks reprcscnt only those of a’ gen-

' eral admlnlstlatlve nature wh1ch are noL di1ccted toward a spec1f1c functlon

._such ?s pla.nlng, budgetlng, etc..

hire

. K}
funcL on.\ e L m

AR

Slnce many medlum and large academ1c 11brar1es

- T
pec1allsts to handlc such dutles they have each becn grouped as a separate

el
LN e

T e £Jrst seven . tasks (listed on p. 43) -

are so broad and” far-reaching in

the1r mpact upon thc 11brarv s functlonlng that dcc151ons ih this area require
the partlcrpatlon and 1nvolvement of the entire pro£e551ona1 staff “for- the most, ) _
effective 1mplcmentatlon._ Tasks 0673=and 0403 would seem to\require more . cdu- T ;“yla:.;r“
cation |and cxperlcnce Lhan that -assigned by SERD g1ven the long term cffects o
they are likely to have on the 11b1a1y S pxogram. ‘
Sj eral\curlous scalirigs-come to 11ght vhen the tasks are placed in ccrtaln

For cxample tasks 1485, 1360 and 1067 on page _

LT POR Sv

Juxtapofatloms. descr1be very —--;

.51m11ar*proce%ses, it seems un11ke1y that the 11brar1an would use less loglcal I 'y
thinking to deal with deans and department heads than with un1ver51ty trustees
or that\he wowld need to cxerc1se much more Judgement in meeting with trustécs
than in mcctlng with the un1ver51ty president and faculty members. ' Therefore
_the training trme scales were upgraded to reflect the same level of expertise

for all‘thrce dptles.

Slx other tasks were scaled upWard,51ncc, in the opinion
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.the Assoc1ate D1rector ‘in academlc 11bra110s and Lhe task has Lhercfore been o

of the consultant, a director requires a background of several years of increas-

ingly vesponsible administrative experience in libraries -in.order £ofmaké‘§e114
informed judgements in_those areas, h
" The only tasks that scemed serlously under-scaled were 0660 (p 48 ) and
0443 (p. 49" ).F In3the“former“case}”the library should be represented in:faculty
and departmental meetings only by.professional;librarians‘whO'may be¢expected
to possess a_ broad‘overvieWJoﬁwthe library'and its place in the total college -

or unlvelslty In Lhe latter case oLhe sca11ng leads one to wondcr on what

: baS1s a person w1th two to three years of college is ccasidered competent to

‘examine, evaluate "and 1mprovc the branch library service that is- presumably L

directed by a professlonal 11bra11an. FlequenLly branch libtarians’ report to

ouped with these adm1n1strat1ve dut1es.,f4_w;"

It is impos ssible to stlpulate an éxact number of years of ekperlence':‘_i""“

“since every ‘situation’ var1e The sma1101 college library with’ only a few

profe551onals may flnd that a hlghly competent d1rector ‘with only two or three :

-.years. professional ekpellence exactly su1ts 1ts needs, whlle a lalge un1vers1ty
‘-11bra1y may well require'a m1d -career: 11brar1an w1Lh flftcen or twenty years

-experience in a var1ety of 11brary posltlons who is thoroughly fam111ar Wlth

p10fess10na1 assoc1at10ns, foundatlons, state and | fedcral 1eg1slat10n relatlng

to- 11brar1es, and who has produced some.scholarly. work to be. the. so1t of direc-

tor thelr large ‘and complex institution requllcs. S e e

ADmINISTRATIVE SECRFTAhY AND CLERk

Job Summary: The tasks in this group are general admlnlstratlve functlons

of a secretar1a1 or clerlcal nature since those d11ectly in support of personnel _

_ budget >, etc. have been separated The scc1eLar1al pos1L10n includes serV1ng as
‘ con£1denL1al sec1eta1y to the d1rector, tak*ng dlctatlon, typlng, and proofreadu

'“‘--1ng general and conf1dent1al corrcspondence, manuscrlpts, reporLs memoranda,

etc., schedullng app01ntmean, screen1ng telephone calls, ma1nLa1n1ng the cent1al

files for the admlnlstratlve office, and- schedul:ng and superV131ng parL time

~~c1er1ca1 staft “The cler1cal position 1ncludes orderlng all of the Tibrary' s
'supplles maintaining equlpman 1nventor1es and: requ1s1t10n files, typing of

vary1ng complexities--forms, reports, multilith masters and mlmoograph stenc115 etc.

Qualifications: The tralnlng time scales indicate that m1n1mum qualificatons

for the secretarial position are a higi: school diploma or two or three ycars of
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high-school plus two or three years of experience. Must be able to organize
and plan, take instruction well and exchange information. Must be able to
deal with a varicty of problems, to write in.correct format regarding punctu- \
ation, spelling and gramma:r. Must take dictation ‘and type well, The‘clcrical
position'requires one or two years of high school for the performance of most
duties. according to rhe SERD scalcs. Must be-able'to type, to transcribe in-
formation accurately, to compile’ 1nvcntory and supply duta,vtake instruction
“well, perf01m elementary arithmetic,operatlonshaccurate}y{ and;spell and punc-
tuate: c01rectly o ) | y A
Comments lhe educational level on both JObS seems very low. Both posi-
“'tions require -a- high school background plus some- yearq of responsible experi-
f. ence. The secretary might well have additional business school courses or some
college COurscs.. 51nce she. w111 be. dealing daily. with highly educated library
1s1tors--faculty, univeisity administratoisz piofessional librarians. She W111
' need a good deal of tact maturity, and po;se.to sooth the ruffled feathers of
thove top level complainants (sec Dircctor, task 0018 p.45 ) who will come

.......

1nto contact w1th her bef01e thcy reach’ thc director.

The administrative clerk is’ adsenior'clefic 1 position of'some complexity S
"in a medium to.large library , Keepin@”trédk”of“thefstatus of‘téns“of:thousandsf:ff:V'if'yvh
of dollars worth of supply and -equipment 01de1s, 1dent1fy1ng and c011espond1ng ' : ;" '_;L

ith suppliers, follow1ng up orders. clcariug ‘invoitces -for- payment maintaannng -

a var eLy of files and 1nvcntor1es, handlino servicc calls on all equipment ' -

and prov1d1ng library staff w1th prompt .and pleasant rc°ponse;to their requcsts"‘
for information or scrv1ce requiies a- pcrson w1th thc ability ‘to organize ‘and
control a large amount of detail @nd a pleasant tact wheu deal:ng with. univer-

B s1ty departmcnts outside the libiary (pumchasing accouan payable etc ) and

" with library staff.

ASSISTANT DIRECTOR FOR COLLECTION DEVELOPMENT

~JobuSummary:”_In reccnt years there has been a trend toward creation of

a new post on the senior administrative level to handle these'fnnctions in. o T
medium and' large academic libraries. The duties involve coordiuation of the
entire acquisition program with the'objectives and goals of.the qniversity;

_ taking into consideration the establishmcnt of new academic programs and the
- el:mination of others, and developing open channcls of communication bchcen o ¥

faculLy and library. o \

S . T
. Cu




. A ' . 22

"Qualifications: According to the training time scales minimum qualifjcations -

| are a Ph.D, or an MLS plus a subject masters and some experience. Must be skilled
in analyzing and synthesi-zing data, in planning long-range programs, -and in co-
ordinating them, Must be able to persuade, consult and negotiate x‘tith faculty,
university officials and book dealers. Must be able to solve'a variety of complex
. problems, to write reports, make presentations, and to exercise considerable judge-
ment in a.variety of situations. -' : ‘
. Comments: In a small library, these tasks. will be divided.between the
. .directo‘r and the ‘person in eharge. 'of.-acquisitions_. : Larg,'ero libraries are deyeloping
_ separate positions for highly skilled administratOJ‘s,'eftell with advanced - degrees
< in subject areas and extensive b1b110grapluc experlcncc. In some i.nstituti_'o_ns
the job is pr1mar11y a staff functlon with line authorlty extending only to. the
blbhoglapher, In others it is a 11ne functlon 1nc1ud:ng ‘responsibility for
‘- searchmg and’ ordering materials: - .. . : )

- Task: 1136 is not 'usually performcd by 11b1ary staff Smce Lhe InLernal
Revenue Serv1ce dcc:Lded Lhat appra1s1ng books bel'ng glven to the 11brmy is-a
conflict of 1nterest most 11brar1ans have aVolded thc matter,. When the library
vushes to dlSpOSe of duplicate or out of scope materlals it usually employs
an 1ndependenL anthuarlan book dealer to appralse the materlal

-

PLANNING AND BUDGET OFFICI A ' S,

&

Job Summary‘ In reccnt years, therc. has been a trend 1n 1arge academlc

11brar1es toward c1uste11ng the tasks 1n these two areas and. creat:mg a senior
staff pos1t10n that reports d:Lrectly to the dnector or ‘associate’ director.. - The
“duties include- long range. plannmg for budget staff space, c-qu:meent and
furnlshmg needs in support of thc programs devclopcd by the ‘director, his
. assoc1ate and assistants, In addltlon there is conslderable cmphasm on- the
dcvclopmcnt of means to accurately evaluate the progress of the 11b1a1y such as®
gathering statlstlcal data and other managerlal 1nf01mat3 on. Finally the. dut1es
generally include control of budgetary expendltures, space allocat‘lon ma:mtenance
contracts, etc. in consultation wu.h the director or his associate,®
Qualifications: ~The SERD scales indicate that minimum qualifications are
an MLS plus two years experience, or a combination of two masters' plus some ex-
perience, or a doctorate. Must be skilled in organizing and ana]yzing data and
in plannmg and coord:matmg solutions to problems. MusL be able to supervise,

consult and negotlate with both library staff mcmbcrs ‘and un1ver51Ly off:clals.

32
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Must have highly developed‘reasoning skills capable of varied problem solving.
Must ' be able Lo manipulaLe and compiehend 1e1atively complex maLhemaL1ca1 con- "’

cepts. Must be able to write clear, conc1se reports evaluating and explainzng

Vstatistical data, and h;ve the ability to define unclear prublems and dev1se
‘creative solutions. “,r“ i"' : o s
Comments: = In a small library these. tasks may all be performed by the
director or hy the director and his assistnatg In either case two or three years
of;previouaadministrative'experience secms necessary’ to provide adequate'breadth

, of judgement. A second masters' degree or even graduate work in management, or

'administration such as: - operations methods, accounting and 1nformation sysLems,

organization behav1or or quantitative measures would be very helpful
Several tasks were rescaled_51nce they seemed to demand professional level,

Vjudgementt- Task 0554 ought to he-professionalvsince culy the director or his

planning officer would have knowledge of the data that ought to be collected and

in what format both to answer questionnaires and to provide them with evaluative

management ‘data, 0199 is a badly written task statement;.schedules is men-
professional assigns priorities is professional 0176 is*a_professional'task
the first time; theieaftei it can be a clerical routine if there are no changes'
in the basic agreement 0722 is somewhat obscnre,_but assuming  that non-material
means in this case not a book, f]lm, record, etc, but equipment. or furnishings,
it falls into the same category as 0519 There is no reason to discrimin;z: on
,the basas~of the fact that the reqnest originated in a branch rather’than the
main 1ibrary._ 0998 is a part cf_the'total'plahning function--in the academic
fvlibrary these recommendations are often made to the legal department which.eo;
Aordinates the insurance for the entire institution. 1055 falls into the same \
" category as. 0554-—the planning officer should approvesuch changes to ascertain
that he w111 st111 be 1ece1v1ng the managerial 1nf01mation he needs in the most

useful format,

PLANNING AND BUDGET TECHNIC:T. ASSISTANT <
! Job Summary: fhe tasks grouped together here involve considerable adminis-
-trative-detai] While not professionai in nature, they reQuire considerabla
Judgement and maturlty combined with, some administrative skill. They representh
a seuipiwtechuical ass 1stant position.. The tasks involve c001dination'of pro-.
jectsbp]anned'by the Planning and Budget Officer liaison with the maintenance
staff, detailed and accurate record keeping, pioV131on of information ‘to both

..
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librfary staff and‘ﬁniversity departments, supervision of some elericai staff,
collectlon of statistical information,}and manipulation of data for budgcfary
and statlstlcal purposes. . ‘ .
Quallficatlons.- The training time scales indicate that maﬁy‘of rhese ta;ks
require two years of post high school training or a.high;échool diplomz plus

, \ ‘ L oy ‘
some exparience, = Must be ablc-to compute and to analyze data; plan solutions -

“to practical problems and to coordinate them. Must be skilled in;exehangihg

1n£07mat10n and giving soine 1nsL1uct10n. .Must be able to organize files and

‘retrlove information quickly; to translaLe stqtlstacal data to graphlc and

. tabular £01m, to write gramatlcally c011ecL sh01t reports, and to use own

judgement in. worklng outs practical problems.

14

Comments: ~ This sort of p051t10n roqulres two years of collegc “or an AA,

degree inisbhe_bus;ness“related f1e1d, of a high school dlploma and extensive

‘and responsible administrative assistant eéxperitnce. ~Many of the tasks scem
_ : ¢ : .

.
. -

. to be scaled too low. . Large-academic libraries are very complex institutionms

and the interrelationships between the university and thc library, or between

the various departments -and branches of the 11brary are: d1£f1cu1t to ma:ntaln.

‘The .person in thls p051t10n will be required to ekerC1ze-boLh tact and dLscretlon

constantly '

Medium and large academic libraries may well have adnual budgets of more
than two million dollars. Keep:ng chronologlcal accounts of expendlLures amid
the mu1L1p11c1ty of accounts is a falrly complex task; Lheief01e, tasks 0277
and 0791 have been scaled upward to requlre a high school diploma, Task 0061
was added to this section- because no. comparable task could be found for acadcmlc
librariés, Regardlng task 0564, all questlonnallea should be approved by a ‘
senior professional before thej are sent out althdugh the simpler and'mere

routine ones can be answered by a technical assistant. ',;f'

PLRSOVNPL ObeCFR ' S : i

Job Summary: The tasks clustered in this arca relate to a mlddlc manage-
ment position recruiting, 1nte1v:ew1ng, and evaluating profc551onal and non-
professmoqal staff. Duties include both managing a pclsonnel program (evalu-
atiﬁgAand updatiﬁg a p031L10n.cla581£;cat10n program, developing job descriptions,
overseeing the revision and distribution of a staff manual and cmploycu.regulatioﬂs),

and de51gning, dcveloplng and conducLlng staff development programs. This last

'1s a highly spec1a11/od function - requ111ng a spec1a1 backglound The person holding

sfgebie s e
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_this position.can be either a professional librarian or- a specialist.

‘must be able ‘to.compile data from the files and analyze it; to supervise; to .~ - S

'Tasks 0165 and 1298 require knowledge of the demands ofi_ various jobs and ability to

- 25

X : . . . -
) . NN ..°,

Qualifications: The traihing time scales indicate that the position
requires an MLS or a masters' in personnel aéministratit>11.- ‘Must have the’
ability to analyze, organize, coordinate and plan perscnnel program- to counsel,

and supervise staff,. and to negotlatc with both the UI“\VGISlty or collcge and

" the -+ library staff. Must be able to define problems, establish facts, - and

draw valid conclusions. Must be able to write reports, manuals, staff announce-
ménts, atc. _ | _ , ' . | | _
Comments : In'sma_iler libraries. these duties can be performed by the director,
his assistant director, or the administrative assistaﬁt Continuing‘eduéatiou
p1ograms 10qu1rc additional backglomd on the part of the personnel offlcer-— .

clther add1t10na1 d‘igrees or attcndance at workvhops, seminars, etc. " " - '!I v
of the tasks. that were rcscaled in ths area, most of thcm . ould be per- SN
formed by a tcchmcal a551stant as long as the results are evaluated and approved |
by the perqonne] oﬁ'ice1 bei'ore Lhey are released for publication. . Omly task
0288 secms h: ghly questlonable. On what ba51s are ‘the cvaluations bemg
apploved or d1qapproved'7 That is not explalned I‘urt_her why would a non-
p1ofossmna1 have the power to dlsapplove the ev1‘1udt1ons of a supc1v1s1ng
p1o£essional" The task should be upgraded, rewritten or el:.mmated.

o

PERSONNEIT, TECHNICAL ASSISTANT AND CLERK

Job Smnmary- The tasks - grouped .on 'the-tcchnital a‘ssistaﬁt“levei involve
interviewing, (c1er1ca1 and student ass:stant appl:Lcaan), orienting new employces,
and creating and ma:mtalnmg confldentlal data. The clerical tasks are a11
routine record keeping functions 1nvolv1ng time and leave data, malutammg flleq,
routine typing, etc. In most 1:bra11es the same person would be 11kcly to
perfo1m all of these duties 51ncc even a largc staff would not prOV1de enoqgh
of th:Ls kind of work to Justlfy two full time pos:t_:Lons.

Quallf.lcatlons The technncal ass:LsLant level tasks- 1equ11e two years of

B past l}_igh'sc_hoo]. training--some collcge swith psychology courses; an A.A, degree

in"pc_rsonn'elh or other related fieclds.. Tllé\\tlériéal' 'position'reqtuires a high

school d-iploma, ability to type, fiIe,‘_aﬁd ‘compute simple problems. The T.A.

solvc practlcal ploblems and to interview,

N

Commcntq Thcre arc a number of tasks that qeom to be undc1sca]cd here.
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assess capabllltles of pcroonﬁ being considered for them. This requires a

:h:Lgher level of education than a hlgh school diploma., Task 1275 is badly. written-- -
what does it mean exact1y7 There is a considerable’ dlffercnce betwcen tele- . -
phoning an applicant to tell him that he did or did not get: the job and actually
making that declslon. The task is 1:Lsted here on the assumption that 1t refers

only to non- professmndl staff since a T.A. does not havc the bdckgmund neces-

» .

sary to evaluate professional expertise.
On- the clexical level most tasks were scaled upward because. they involve
flgulmg employee debit time or handling confidential records. AIt is important

to have a person with considerable maturity, ability to compute accurately, and

to maintain fairly complex records. e

PUBT.IC RELATIONS SPECIALIST -

&

Job Summary: These tasks involve coordinating production of the library's

publications, from qelecting articles to supervising the print shop; and admin-

A\

istering other aspocts of the libr a1y s contacts outside the academic commuulty.
Very few academlc libraries would havc such a full time position. Most ‘often

~ these duties would be handled tluough the diractor, or‘his associate or one of

the assistants., g £

Qualifications: Mas‘tcrs' degree in journalism, public relations, etec.

Must be able to ana]yze data, plan programs, and coordinate results; to supervisc.
‘ prmt shop operat.lon, to define and solve ploblems" to. exercise good judgement

in difficult- utuatmns, and .to wirite well measured by standards of publlcatlou

Commcnts Thesc functlons are min:Lmal in many academlc 11brar1es, only a
few ha_ve -riends. of the ibrary organizations. There is some question about
task 1470--first it was scaled upwa1d to the 1)10f0551011a1 level because this
person is cdlting art:Lcles for profcssmnal journals and would not have the
techmcal expert.lse to cr1t.1c1ze the subject matter xuthout a profe551ona1 back-
ground Second is thlS a form of censorﬂup" Why do staff mcmbers have to -
1 subm:Lt proposed publlcatlons to ths person £or ed:Ltlng" Since the task c:Lt_cs_.
both "media" and "journals" as tl}e places vhere the articles will be submittéd,
it docs mot scem to be editing for the library's own publicatiuns.

N

PUBLIC REIATIONS TECHNICAL ASSISTANT AND C.LF.RK

Job Summary: The taskq cluq:teréd on: the T. A ]evel 111v01ve wutlng newslettels,

'gathcrlng malellals for publnc relatlous reports, and editing matena]s for 11bra1y

.,b L SRR
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I publications. The clerical level tasks are in two dategorics--office duties and
print-shop duties, The office dutics involve routine typing, proofreading,- main-

© taining scrapbook, etc, The print-shop duties ineludc operating various machines--

maintenance and supervising other staff. ) ' -

. @

N R . ) . . B

S multilith, mimeograph, stapler, collator, folding machine, etc., performing minor
; . , . _

1

i

. Qualifications: The T,A. p081t10n requnes Lwo years of college or an ALA,

. 5 ) . degree, the ab111ty to write well, to compule and coordlnﬂte ncwslettcls, and to

‘ . '_conversc with- pcople to obtain and clarlfy 1nformat10n. The clerical duties are
so few that’ they would probably bc peﬂ.‘ormtd by the same person and thcy requne

| ' lesser dcglees of the same skill. The print shop cluster of duties requlres

three years of high school; sufficient mechanical abihty to operate machlnery,

: o ability to take instructions,and two or tluce years of cxpelnence if supervisory .

I

1 functlons ‘are a part_ of - the job. ‘ o

Comments: These tasks seem to'be scaled accurately for the most pai‘t.- Most

L

. academic libraries ‘1111 not have positions devoted solely Lo publlc relations--

these functlons will hc part of the dut:es of other admlnlqtratlve staff, :

.'_.; . ) . - . e . . \ . . h‘ . K‘

. SYSTEMS ANALYST AND PROGRAMMER \ R ' =

el A N R e T N T o .57 4e Speietene o e o i e am e

Job Summary: . These duties involve analyzing the library's operations,

$

‘planning the conversion of manual to machine oi‘ienlted'systems, and preparing
o .
the staff to work with the new sysLems. '

s
¢ . i . -

. Quallflcatlons. A 'masters' ‘degren in operaLlons 1esearch. Must be able

to énalyre data, organize systems -and plan conversion programs; must. be able
- = to exchange 1n£01maL10n and consult with staff; must be able to volve varied
plob lemsy to comprchend hlghly spccmllzﬂd math, to write short reéports, to .o .

- .exercise considerable judgement in fermulating and solving problems.

CommrntS' This position is gemerally a staff position attached to adminis-
y P .tratlon since the analyst mll consider all of the 11b1ar7 s operations, There

are several tasks here t.haL are scaled for less than a collcgc degrcc, Lhc.se

“have, been moved ~upward.' The programmer is 1are1y attached t6. the 11buuy. They v e B
generally work in.the college or university computing center. and are a551gnec1
z - ~Lo “the library's programs on a part time basis,

T

: Ty DEPARTMENT HEADS =~ - ' -

Job Siﬁumary: This cluster of tasks includes those duties per formed by most

branch library and department heads, They involve working with faculty in plan-

ST e TN e o e e e i




mng Library programa and priorities, adJust.Lug usexr complalnL s, 1nLerv1e\7mg,
hiring and evaluatmg prOfL ssional and clerical staff, collecting statistics,

writing anmual repost, etc

w

Must be able_

to ana lyze data, to plan and ‘coordinate programs, to supe1v1se staff,

Qualifications: LS plus sevelal years 11brdry cxperlence,

to con-

sult and interact with faculty to solve practical problcms, to write reports,
v memoranda ete. » to exercise mature Judgemcnt in deflmng complex pr’oblems, and

c001d1nat1ng or gamzat:onal and technical data in dev:Lsmg crcatlve solutlons..

- Comments ¢ Thcse middle management positions are oxt1eme1y 1mportant. to the

functlonmg of the ]1brary. Many have be-n sca]ed too lowv and were thelefom

-

_ upgraded A high school graduate should not ‘be .plannlng major reuovations in

a matelmls, center (see 1411) nox -should a non- -professional be a551gniug p110r1t1es

to the plofe551ona1 staff (see 1433), Only a pr01e<=51oual 11bra11an should be

makmg ‘public presentations about the serv1ces aud ‘prograns of thel 11b1ary (sze
0945 and 0887).

Only-the plofessz.onal ought to be evaluat_mg all of his. e

staff mcmboxs o' an annual ba51s——su1e1y a norn- profes,c;:onal ought not to be

.. doing thig for profesnonals. Task 1409 1s puz/lma—-what is an "1nforma1"
evalua tyon, Lo whom is it glveu and for what reason" Many of the taske in thls

- aréa could be improved by rewrll.lng_ so as to make Lhe exact mcam-ng clenrer.

!

e : COPY CENTER CLERK

-

Job Summary: This cla\és"\fic'ation assumes the existance in one location of
" the duphcatmg equ]pmt_nt used by the libr ary in ‘support of adminis Lratlve

clerical and 1ntc111b1ary loan functlons. It would include. photo coplers mi -

' eographs and dittos, The copy center clerk is responsible. f01 the operatioi”

-and maintenance of the equlpment in this area, and may supe1v1 se full or part-
time clcrical help or student rss;LsLants depending upon the size ‘of the operatlon
. o Qua].ihca:tlono. At 1east two years of high school are required for nost

Jtasks in this area,’

If supe.visoxry duties are ass:gncd to this person, he’
should have a high school dlploma accmdmg o the £raining time scale

Commeutsf These Lasks _seem to be accuraLely scaled, though some add1t10na1 "

tasks could be addcd i.e.,. opcrates mmcoglaph, operates ditto; orders

supplies for copy center, maintains records of work pcrformed, etc,

"o

‘- . }&IL ROOM CLERK . . »'
‘ b S ; | 'P. ‘ . ) . . ‘.v -‘ ’ " . - N . " .
. -Job Summary: The duties-clustered in this group include- simple’ routines

T
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of sweral delivery clcikq supe1v1c'cd by the head of the mail room. A large

~is not unusual for* a large libiary to zeceive fifteen mail sacks from the post

tainin& the 11b1 aiy s collections 1nc]ud1ng selection of materlal in lJne with NS

.to over ox uuder order books ‘in their fields. R A -

,'planning. 'lhey must he able to exchange 1nf01mation, to folmulate POllClCu and.,

+ t . . o .

for the plck-up, packagmg, delivery and receipt of mail, books, and AV lr‘naterials

and equipment, : ‘ .- : NEE

Qualifications: Acco*-ding to the SERD training time sca le two ]ears of
high school is sufficient for the performance of these tasks. 'Jhc clerk must

be able to learn and fallow established routines, to handle moderate weight, . to =

. -3
.

computc postage to take 1nstructions to opcrate simple nachines such as a poést-

age meter and to drive a van. - , L o L

- ‘Commients: Although' ther is 1ittle to disagree. with in the. scaling of. th'e'

L tauks listed (vuth the possmle exception of ‘\614—-why is it nu‘essary to stamp

amil with a date due’ stamp") there are many that could be added A large tcademic‘
1ib: rary with several branches on the same- campus or ‘different \_ampuses 1s likely

to d» liver both mail aud books to each daily. This may Lequne a full time staff

library may have’ twenty or °th1rty departments and a large staff of administrators
and bibllographers in separate offices. Sorting the mail--much. of it coming from.
foieign co‘hntries and requ1ring Lne attention of a "specific bibliographer, much o

of it sex izls in f01eign languages-—is lilfely to be a fairlv complex task. It o {

s

|
office on a daily baS1s.‘;‘If the operation zs on such a large scale, it requires ‘ i,
a chicf clerk with at lcast_ a high school diploma and sevmal years experience' o i

plus the” ability to orgam?e and coordlnate ‘the del:veries betweeu several

branches and suff1c1ent supe1‘v1sory skill to. dnect two to six full fime mail ’

clerKS. . . . R ‘ . . ._. . .. - . ) B . ’ ‘. . i
N oo s . .‘, : ) B S, - ‘ s ' 4

. L . L BIBLIOGRAPHERS‘ B L. - - ' ‘ .

Job. .Summary These tasks encompass all :the aspects of developing and main-
the libr ary s policy and in support of the college or univcrs1ty s programs of I
reaching and research’and wn,thdmwal of obsolete or . damaged materials. They -7 e

c001d1nate the acquisition of materlals, ‘balancing the Lendenc:u_s of departments

N © e, R

¢

i

Qualifications Aqeording t_o SERD scalos sat:sfactory pexr f01m'mce of these

duties requ1res an MIS, More than 607% of tha” dutieq of the blb liographels 1nvolveq .

programs, to deal with varloty of abstract and coner ete vanables; they mist’

™
have consn demble education and lingm stic e>’per1encc and be- ablo ‘to dev1
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‘hun’dred thousand c'lollals in a large academic 11br<1ry during " the COUl'SC/Of the

" upon the student body and thesfacug.

sfﬁvgys n.nd datd analysls 'studies to solvc problems.

. «Comments: Thes e tasks seem to be» dec1dedly under: qc'lled for an acadenic

T
'l'ibrary. Only" i'1ve of {he LhnLy one La“ks are ranked Dlz,hel than 7 (wluch o .
means a msters' ‘dC‘gl(‘O or a. bachelors .and -some e:\p ence) . WJth the trends ;)

touard greater and greater spec191uauon extensive subject knowledge is often

thc pre-requls: te o£ a b1b110graphcr's job., B1b110g1ap1n.1,. may ‘well spend a

fiscal year. 'l‘hey have to be awara of the ram1£1cat10ns of these. cxpend:tures

. Considerable expertisc and e>.per1ence
is eqsentml In some librariés thejor m:.u-llblar:\anq ‘may also have these res-
ponelbllitles--along with  the ent1re staff. In larger 11brar: es, the last ten
years have shown malked development ofNa .b:b-lmgraph:c staff to select, Order
llbmrlans cont‘lnuc to deal with the book *trade aﬁd admmlbter the large c1e1 1ca1>
‘staff. L Task’ 1531 is Ladly wnu.en.' It combmeo a c1e11ca1 task wvith a pro- i :
fesslonal decision--a clelk should sealch : ho L1L1e, ,blbl:n ographel should
decule on the pu1chase. Task 1495 is ndt a’ technlcal a931stant de0151on—-1n

most - ac")demlc 11brary approvnl\of dlscalds and pelm neit xut_hdlawa,ls depends

upon dle‘value of the bool\_to Lhc/tota] collectlon , - the possflbality of replncnf

7
it, etc. Th:q is not wi t_lun the cémp,emnce of a techmcal’ as%stant
. I , L
Yo . Y “ ;

ORDE]’/SL'\RC]I/GERIALS LI—BI"I‘RIAN e a A

. Job Summary ) Nono Qf the Lasks 11qted here 1nc1ude the usua] admlmstrax 1ve

dutles of the dc_paltinent hoad{hlch take up a {1eat dcal of - t:me. THis task -
cluchr\relates only to. the pmfessnonal nom- achnnusuatlve ‘duties that occur 1n

‘these arcas. ‘These Laf'ks 1nvolve ncgotlatlng aC(]u1SIL]0|1“ with vendors, evalu-—

- ating Iilir'ary acqurvltvl.on procedures, managlng the search pr oceduxc and mdnaglng

seuals plocedures. K
;.~ Quallflcatlon « MLS plus 3 years expexlence in the casc of the order’ 11brar1an.
Must be able to and ]y7c data; to supervise a large staff to collect’ data, estabhsh

facts and draw valid, conc]usionq, to write reports and manuals; Lo 1nvestlgate

se1v1ces needcd evaluate t.hem ‘according: to per formancc charpcteristics, and apply

crentlvc Judgement ‘in decmlon making;

.
-

L e )
. Comments: There seeins to be. a- rc_markab]e lack of duties se profc_ssmn;l)s.

Very p0551b1y scparating the dopal tment l.ead and. blblmgmphlc utles mto other

task clusters has rediced _Lhe number of Ldsk in this area markedly.’

~
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There is little ques‘t‘.ion{abo\ most of the order tasks, 1195 was uppraded
since thc apploval for expcnditures of book funds mu..t come from a professional
librarian in mos t- m.,tauces. All- of Lhc search tasks wcre graded too low, In

gcneral‘ a clerk mth a hlgh scliool background is not competant to determine

verification sources in an academic 1library where there is a heavy load of foreign

langt_lage and out—of-print; scarching to be ‘done. Assuming that all of the

technical and clerical personnel have been tradined in scarch techniques, a '

_clerk would mnly be instructed vhen the usual routines failed this would usually

be a d1ff1cu1t problem for the plofessmnal to solve.

Y or

ACCOUNTING CLERK

‘ Job»Sdﬁmary: '1'lic' tasks clustered here describe spccfalized clerical work
involving the apr-lication Of basic bookkeeping principles and practices in the
maintenance of finahcial records, They include: checking 1nvo: ces, paying
them, a551gning account numbers, malntzuning Tunning balances ih the accouan,
preparlng monthly budgot st.atcments, etc, ‘

Quallflcatlonu. Graduation from high school plus bus'iness school or
collcgc courses in accountlng, bookkeepmg and rclated c1er1ca1 work, plus two

or three ybtars experience in bookkeeping or rclated work, Must be able to malxe

" and verify arithmetic compu tations with speed and accuraey; skill in the opox-

-

ation of calcu]atlng, addlng and accounting machines. _
Comments.: In general, the SERD evaluation seems accurate. One might fecel
that a high school diploma is advisable for someone conyeitti.ng foreign currencies,

particularly if the invoices are in languages other ‘than English.

( : "ORDER/STARCI/SER TALS ASSISTANT

Job Summary: These tasks involve a consideiable amount of libr'a'r‘y skil'lll
and are directly-‘ supportive of professional duties. They include handling -
complex book orders-with' foreign JObb(..lS, 0.p. materials, ctc.;'i/erifying and -
segrch‘ing orders,‘ follmnng up on inecorrect orders, etc, | " o

 Qualifications: Two years of college or an A,A. degrec. Musilbe‘abll.e‘ to
copy and compare accurately including foreign languages; to compile reports and

analyze data; must have ability to supervise clerical btﬂff Lo fl].C and retricve

mfmmat.: on; to qolve practlcal pxoblcms vith a vaucLy of Loncretc var:\(_bles, -

to write letters’ and short repor ts; able to solve prob]ems within proceduial’

S

i

framework of library.
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Comnent s : Many tasks in this area are under-scaled. Bibliographic

_searching in an academic library is a complex skill requiring considerable

technical _cxpei’t‘ise and famil.iarity'with -foi*eign languages'. large _librafies
may have f{ve or six million cards in the card cataiog. It would nbt be un-~
usual to have cards printed in twventy languages and several alphabets, Scarch-
ing this sort of catalog is a difficult and complex task. Learning to u'se the
national bibliographies al s0 involves considerable intellectual sophisticatibn.

The order routines require understanding of the order cperation, the book trade

and clerical skills. Errors in, this area are expensive since they are not -

-caught--if ‘at all--until the books come in., The wserials tasks requlre a know-

1edge ‘of serial pecu11a11L1es and library procedures.

 Task 0224 is a puzzling one. On what basis are slips evaluaLcd" In an
academic library this can only be done by a professional--an. LTA could not;
veek out orders of faculLy or plofesnonal _§taff. ~fask 0710 is not clear either,

A credit slip should come from. the company.extending the credit, not the library,

" ORDER/SEARCH/SERIALS CLERK

.. g.

Job Summary: The senjor cler.ical tasks are the wore difficult clerical
and”™ typing duties requiring 'some famillarlty wvith languages, with scrial pecuhar-
ities, with common hibljographic tools, and with complex llbry records, The
junior clerical tasks arc primarily less difficult clerical and typing tasks with
little or noc languagg. demands, fi]ing by numbers, ete, ' \ ‘

'Quallflcauons. High school diploma for the szenior clerk; twd years ox
high. school for the junior clerical positioné. ‘Must be able to compare and
copy and "match" forelgn language items accuratcly to- ccompile order 1lists; to
take instruction and cxcllauge information, to carly outz detailed instructions;
to choose the prope1 procedmes to follow. ' .

- Comments : Task 0249 is terxibly under-rated. ;‘,Cpllation of -back orders of
sefia'ls, Afor"‘cxamp].e, is a pains tak:.ng task,reqplrlhg considerable knowledge ,
and tcclmi‘ques. There afe also foreign language o;p. itie'ms, that must be matclicd
to the bookse 1llers 115Ls. So*neohe who bésl']osv than ’firi't grade cannot read
vell enough to do this! Task 1396 cowbines both clerical and professional dutles
and raises questions--who or what is “classification"? Task 0176 is not sul’.'fl—-
ci-cntly explicit--from what to what? Task 0608 does not take into account the
complexity of cheqking in, perhaps 6000 titles in an aca\demi'c library. The v

serials clerk must be awarc of constanfly changing titles and wust be able to
./ ' ’ |

. - : . ’ y ’ - , [
‘ ! .
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l . identify foreign journals. Task 1472 is a necdless one--it can be elirinated by

using pre-numbered order forms, - Some of the tasks that are ranked very low are
- . simple tasks., but it is not feasable to have a different person perform them
l_ because the task is one of a sequehée whose other elements are more difficult,
‘“Task 0499 is a case in point, If this task is performed after the books are checked

against the invoice and accepted then the same person should do it,

CATALOGER | e

Job Summary: This cluster of tasks includes devvélcping classification poli-

\
|
?
i' - K . cies for the library, cafalogi.ng an'd' ciassifying books and other materials in all . T
1 . languages by a d@ﬁiSS&fi;étiOﬂ system (Dewey, L.C., etc,); .t}é.t‘ermini.ng subject
| i headings, cross references, material for authority files; trains technical assist- ‘
ants in catalog ro'utincs';j‘ a'nd. supexrvises T.A., and clerical étaff - o ' .
Qualifications: MLS. Must be able to analyzc data; to apply plocedurev for
"~ the storage and’ 1et110va] of information; to 1nt.e1p1 et chcnsnze technical
- instructions and to dea] with abstract_ and concmte var jables; t:o apply theory
Do | to the solution of problcms, read some forelgn languages, R h o o .
. ‘ Comments: Catalog tasks are 1angcd very \10{\1 Apparentiy, in the opinjon. A
of SERD, most cataloging tasks can be pe1f01med by persons with only 2~ 3§ycars
of college, Not on.e cataloging task scored 10 on the Worker Functions: Data o : |
scale--that is syhthesi.zin'g.' Not one scored 6 in Reasoning, Not one scoxred 8 . ' |
in Worker Instructions. Somehow the whole intelléctual.contcnt of cataloging
escaped ideﬁtificatién. It seéms to be r’ega.rded as a routine application of v'
- wel'l defined rules to the ;alne 51tuat10ns over and over. ' o
Task 1060 is badly \»rlttcn “ It combines professional and non~pfofc'ssiona1
: ' functions: the person who catalogs should be a .p'rofcssional;-_no_profcssional
| should ever wvaste his time proccésiné. Taéks 1585 éxldfOOQG are tcrribly under -
L | ranked, TIn L:he case of 0096 a clerk may perform the physic.a]; actions involved .

but he sho:ulél be following decisions reached by a professional. i B b

CATALOG ASSISTANT -

b ’ : [ . ) - » 1

Job Sdmmzny "These dutles encompass complex catalog routines that do not
requlre plofeaqa onal dLClslon making such as " descr 1pr1ve cataloging, book-in-
hand searches, researching authorltyv‘flle information; cataloglng books with

- 4 . : . . .
. cards according to well defined routines, proofreading catalog cards, etec,

ety
-2yt
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Qua%ifications:. Two years of college or an A A, degree, Must be able to .-
examine and evaluate data; to-gather and classify information about. authors,
books, etc; to sfupervibse.‘ clerical staff; to clarify and worl: out details accord-
ing to ‘establi'shed. proce'dures; éo interpret a Rrariety of written instructious;.

" to read and comprcherid a. varlety of msnuals, Lhcsaurescs, encvc]opedlas, etc,;
and read some foreign languages.

Comments Task 0835 is part_lcularly flubtrat_mg-—apparenrly one necds '

2-3 years of collcge to order supplles but only 3-4 yeals of hlgh school to
. , classify books (see 0541). This level suffers from the same general Lendency g -

to underrate the difficulty mvolvcd in t:he work as the professmna] level. - -

I

CATALOG CLERK

€

Job' Sumrary: P,ex forms routine clerical and typing tasks. ibelvi.ng filing,

opei‘ai:ing computer terminals, typing letters and catalog, cards, cutting paper

2 Ko 1 a7 I P 0

and card stock, etc, ,

Qualifications: Senior Clerk: ‘High school diploma. Juni'or.Clerk: 2 years

st

-of high school. Both positions 'requii:e the abi],i.ty to .type and file.- Must be

able to copy and compare information accurately; take instruction well; operate
l paper cutter, keypunch, computer terminal; able to carry out detailed but

routine J‘.r'lstructio_ns'; a:nd able to learn to use card catalog and selected refer-

ence wcSr{cs. o S _ | ,

Comméllts: “Tasks 1132 and 0497 are dutics that onily_'L.C-. should be u;ader-

taking unless there is a special situation with a local author. Most of these

taslé_s .seem to be scaled in the proper range,

BINDERY LIBRARTAN

Job Summary: Tasks include the usual administrative tasks listed under

depar tment head as well as those specifical]y’listéd'llci‘e. The Bindery 11brar1an

" is responsﬂ)IG for establishing processing and bmdlng policies, for organizing

o Mgy e o e .

the work flow, supervising and as.,lgnmg work-to the staff; assigning priorities;

negotiating with the vendors; etc. , \- ‘
‘; Qualifications: MLS plus 2 years of 11b1ary CXPC‘.T:LCHCC. Must: be able to [ B
project future needs, to supervise a large staff; to define problems, collevt ' ,
: data' esLabllsh facts and drav conclusions; Lo write reports, manuals, memoranda; ) E
"any to cooz dinate staff recommcndatlons and plofosqn onal data in rcso]vmg '
pi‘ ‘ . problems - ’ . T © E I
" 14
H




Comments: Task 1287 scems seriouély underrated. for an academic library
that may well be'binding thousands of volumes every year, It was raised to

same level as processing policies.

BINDERY ASSISTANT ANb CLERK - ¢

Job Summary: The technical assistant tasks are fairly complex routines that

require knowledge of complex files. and procedures, The senior clerical tasks

require accuracy in typing pockets, -cards, computer»tapes etc, or checking re-

. turned bindery materials, typed cards, pockets, etc. The Junior clerical Lasks

involve gluing, pastlng, or otherwisc aff1x1ng labeds and book pockets,
relnforc;ng and mending booku, pamphlets, AV storage boxes,,rec01d cases, etc;
and processing books and AV materials, . '

Qualifications: Two years college or A,A, degree fn library.fechniques
for T.A.; high school diploma for senior clerk; two years high school f&rf_.

junior clerk. Must be able to copy and .compare accurately; to compute cost of

binding; to take instruction and to work out detdiis of problems within estab-

. lished procedures; to perform.simple adjustments and repairs on equipment; to

prepare -equipment  for operation; to follow detailed jnstructions; and to read

simple instructions.

v N . :
Comments: The T,A, and clerical tasks are somcwhat underrated for academic

libraries. Thesc' employces must be able to "copy" dnd '"match" foreign. languages

on book pockets, cards, binding orders, ctc. They must be able to keep very
complex records on the thoysands of items that a large library.sends to the

bindery eVery'yea;. The junior clerical levél seems adequately scaled.

PATRONS' SERVICES LIBRARIAN, ASSISTANT ’ . -

Job Summary: Thcse tasks should be pe1£01med on the scn301 admlnlstlatlvc

. level, . Large libraries wxll have an assistant’ d:1ecLor f01 public serv1ces who
will plan, initiate, coordinate-and supervise all 6f the public services for the
-library in support of the proglams of the college or unlvelslty to meet the

needs df‘faculty and qLudent The a551stanL c001d1nates-the 11brary s phy51ca1

facilities and f01ms a lnauson_mliL\ouL ide groupv of faculty and sLudents who

wish to use them,

Qualifications: MLS plus several years cxpérience in public services. Must

be able to analyze needs of campus and plan programs-to meet these needs; to

ERS TS
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experience.,  Must be able to coordinate use of library facllitlcs by many

'students, "consultant" services to faculty, and counseling students,

_ supervise staff, consult with faculty, negotiate with adm:nleratlon, couns sel
. students; ablc to p1epale and set up AV equipment; to ‘definc and solve complex

.problems, to. wrlte reports, speechcs, to specak pub]:cally on AV program; and to

'Task 0172 is overscaled This is not a profcsslonal Job--could plobably be

"new AV equipument; p1cpa11ng catalogs of available equ1pment tra1n1ng vtudcnts

tory1ng equ:pment rogula:]y, teachlng studcnts to use cqu:pment perfolmnng

negotiate with campus representatives; to supervisc staff; to collect data, o y
establish facts and dr aw .conclusions; to speak effCCtivcly and persuasiVLIY‘“ ' .-
with faculty and students; and to explore, delineate and solve undcflnable

problems. ‘The T.A, requires .two years of collcge or an A A, plus some 11b1a1y

groups, ‘to 'resolve problens growing out of admlnlstratlon of ex:stlng pollc1es,
to solve practical problems where little standard17cd action ex1srs, and to
speak extemporanesouly on a varicty of subJects ‘ . ‘

Comments: These functions are‘very important in academlc libraries ‘since

administratiye'function. In smaller libraries it will usually be .done by the v -

director or his assistant. , L . ’ T

AUDIO VISUAL LIBRARIAN , . T o

Job Summary' This task cluster contains an extensiveé 1list off duties
relatlng to managlng an act1ve, curriculum.related audlo visual program, Duties

1ncludc adm1n1stratlon of plogram and sLaff relationship- with faculty and

Quallflcat;ons: MLS plus experlence in AV section-of library Must bc

able. to analyze neced, plan’ programs and coordinate them with cu111culum, to.

gather data through' surveys and utilize it to solve problems,

Comments: Most tasks seem adequatcly clcally written and scaled fa111y.

handled by a thh school graduate with tcchnical training in AV equipment,

AUDIO VISUAL TECHNICIAN AND .CLERK

~ Job Summiary: -Thc T A, tasks 1ncludc 1ev1eW1ng, tcstlng, and reconmending

to maintnln and operate equipment; producing’ annotated, ]Jsts'of films; recommend-

1ng proper equipment for student use, etc. 1hc clerical tasks include inven--

c]crlca] taskv f01 faculty, schpdulnucompulel access; dcmonstratmg cquipment

. fL‘

AN
>
-
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‘they can do much to improve relations betweén: the 11b1a1y and its public, It St

" should be emphasized that formulating publlc'serv1ces policies is a senior . B
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other routine filing .and typiﬁg doties as -assigned. A
QualificatEonS' T A, 2'ycars post high school training preferably in
mechanical area, senior clerk a high school diploma; -junior clerk: 2 yearsA

of high school. Must be able to-read and>foliow modefately‘comolex instrﬁctions;

. to compare and translate test scores; to compile lists; to consult and interact

with students and faculty; to operate machiner&.and perform minor repairs;. to
‘solve coucrete practical problems; and to write brief reports and speak.before
small groups. .

Comments: These tasks seem fairly accurately scaled.

]

CIRCULATION. LIBRARIAN

Job Summary: This level includes thcitasks listed under Department Heads

in addition to these®specifically circulation functions of organizing circulation

Statiétics;{designing and JeVeloping procedures for transfer of ‘materials between

branches; handlésfseositivé problems with‘facolty and studeots;'organizes;and
establishes. fine systom, filing polioies,vetc.; discards damaged books; and
conducts inventories. - A | ' | )

Qualifioétions; MLS plus experience iu-librory. Must be able %o analyze,
organize, coordinate, and plan, to supervise a large staff to operate and set
up éircuiatioﬁnequiphent to collect data, establish facts, draw conc1u51ous,
interprctbrésults; to write reports andlstatist1tal~aua1yses; to write public
announcements; and evaloate proceduros and ‘set up standards for them.

Comments: These tasks seem terribly underrated for an academic libraryw
Many academic libraries how have fairly complex computer based c1rcu1aLJon
systems which require sophlstlcated managemcnt - Task 1355--conducts 1uventor1es
is scaled for an éducational level of 1 or 2 years. of hlgh school--what would a
hlgh_school sophomore know about conducting an inventory of a million or even
a half a million volumeS’ Many. touchy pub11c relat1ohs matters have bcen as51guod
‘a non- pro£e551ona1 educaL1ona1 rank. here.‘ They .are at a dec1ded dlsadvanLage

in deallng w1Lh(£acu1ty and graduaLe,sLudcnts.-v

. CIRCUTATION ASSISTANT

Job Summary: ' These ‘tasks invplvefscheduling and supervising clerical

assistants at the circulation desk; supervising registration and fine sub-routines;

TIELTRY
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- staff per{ormaice,

- and they seem.to be terribly undorsea]ed

ERIC

[

handles locates; identifies damaged materials; supcr'l ies stack assistants; and .

selects books .for display according to various'cnitefia.

Qualificafiouq' Two years of college or A.A, degrce. Must be able to

analyze problcms' to coordinate staff; to uperv1sc staff to set up and operate

circulation equipment; to solve practical ploblemq w;th fcw standardized pro-

cedures; to compute fines, to wkite short reports and memos; and to evaluate

)

In-

f01mation desL duty often includes helping patlons to use the card caLalog--LhJs

Comments: These tasLs seem underlated as d1d the plofessnonal oles,

needs more than 2 years of hlgh school Most of these tasks involve considerable

knowledge of 11blary routlnes and policics and should not be lefL to persons who

have not completed high school. ) ‘ ' . '

CIRCULATION CLERK

Job Summary: . The tasks on this level include simple clerical routines .. «

involved in circulation, reserve books, overdues, locates, statistics, marking

shelves, shelving, and paging. .
Qﬁallchatlons ngh school dlploma for senior clerk; 2 years h1gh school

for Jun101 clerk. Must be ab1e to compute f1nes, to copy and eonpare acculaLely,

to take instruction we11,>Lo ope1aLe c1rcu1ation equ1pment' to follow simple

but deta11ed written 1nstrucL10ns, and to solve simple problemq fOllOWlng library

proccdules.

’

Comments: There are a‘lérge number'of-tasks that require very little

educational background in circulation, Thls‘alea londs 1t°e1f to aLLempts to

uLlll&C those with a lower educational LGVGl

INTERLIBRARY LOAN LIBhARLAN

.Job Summary: Tasks in thlS cluster invo]ve the normal depaercnt head
dutics plus approving or disapproving rcquests for-serV1ce,
MLS.

Qualifications: JMust be abie to analyze data; to take instruction

and .to exchange iuformétion; to-collect data, establish facts, and draw valid
conclusions; to write reperts,'anneuncements; memorarndaj; abic to work out
preccdures and. set up standard for others to follow.

Cemments: Very few professional tasks'heve been identified in this area,
The interlibrary loan serv;cc can be -

one ofdthe 1mporLanL contacts bhetween {aculty and ‘library. A 1a;be academi.c

. . I . .
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library wmay have \_12,000-18,000 iLL tr;ﬂnsactions in a year; It may lend books,

[

. conduct';'n more complex searches, and ’approvein‘ the sending of materials. The
‘photocoples mat.erlals etc.

for t.he senior ‘clerk; two years high school. for the _]unlor clerk. Must be able

;procedures in the solution of ploblems. . 0

~items as Wings' Short Title Catalog and would have to be searched by someone

Task 1227 ‘could only be performed in a very small operatlon——lt is casier t.o flle

. the neceds of faculty and students; selecting reference materials; advising grad-

t:apcs,‘ nicrofilm, microfische records, ctc, The professionaI trains the
clerical staff in b:Lbl:Loglaph:Lc scarchmg-——uso of a complcx card catalog,_unlon

lists, national bLb]wgraphles, ete.,

INTERLIBRARY LOAN ASS1STANT AND CLERK

Job Summary: The T.A, tasks ‘on this level include: sorting interlibrary

loan requests and ass‘i'gning them to staff on the basis of learned routines;

clerk processes applications, maintains lees, operates ‘TWX, sends form letters,

.

QualiflcatlonS' Two years, collegc or A, A for the T.A.3 h:gh school dlploma

to copy and code, compare, translate, compile, analyze and organize ihfoi'luation.~4,
Must be able to. take instructlon, exchange information, persuade patrons; p.nd
supelv:l se staff; must be able to type, operate TWX, to store and retrieve in- ,'

folmatlon, must be able to foll detalled written instructions and to apply -

Comments: Tasks 1254 and 0294 on the T,A, level were upgraded to 1ef1ect
the suparvisory nature of the former and the problems that could be ]thQ].VGd

in the latter, i.c. instead of a simple search, it could require use of such

skilled in bi.bl.iographic routines, "l‘ask 0807 looks ext:reruely simple; suppose
the.request involves an o.p. 1journ'allin a foreign _languaée? ‘It can be devilishly
diffieult to find, On the clerica‘1 level,there are few ques_tidus about the |
adequacy of the ratings. However there scems to be a nun{ber- of tasks being

performed that don't need to be; i.c. 0840 (one part of sténdardq'interlibrary'
loan forxu ¢an be sent), 1331 (fill in standard interlibrary 1oan’ form) , 0258‘

(st.andard mt.erllbrary loan form) » 1352 (s tandard 111ter11b1ary lo:m form)

one copy of the 1nte111brary loan form by date due. .

REFERENCE LIBRARIAN

-

. . ) : 4 I ] : P
Job Summary: These duties include developing a reference program to meet L
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uate and undcrgraduate students in. blb]nography, developing and conducting
traingin programs for non-profcq'uonals, visits classes and d:scusoes C].'lSu"
related b1b110g1aphlc tools; prov1dos rofercncc assistance boLh in person and-
over the phone to library patrons. ' '

Qualifications: MLS. Must be ab]c to ané]yzc, organize, plan and coordinate

ment of b1b110{,raphlc sl<11]s of graduate sLudents, to comprchcnd and relaLc
abstract concepts and pr1nc1p1es, able . to mad and comprehend a variety of
difficult and abstract forms forengn language competance; able to dellneate un-
dcfmab]c prtb]ems and dev:Lse investigations for thc1r solution. _

_ Comment_s . Refelcncc work scored fairly high in most of the scales. There
are a fow tasks thaL scem questlonable 0323 ~ to have nouprofe.ssi"onal's conducting
‘training’ progmms for ‘nonprof cosmnals scems like the blind leading the b]md
1557 conduchg conferences. of profcssmnal.’ and faculty to identify new
rc)ference materials "is doflnltely not: a nonprofessmnal task, 0303, a prgfessiona]
*lsually keops his own- f11c of "hard to locaLe" queries; ‘it is Lhe profcssmnal
who finally locaLes the mformat.lon, 1408, a pr ofeosmnal 11bra1 mn ought to be
“providing 1e£e1cnce scrvices in a collegc 11b1a1y——there m:ght be fever '"unanswer -
able"\quest_lons,r0_)29, perhaps this is a badly written task sLaLemcuL ‘but it
is not\‘nt"all clear what it means ; 1301, in what field does a person with 3-4 years
of h:Lgh bChOOl have the c0mpetance to sc]ch :Lndexmg Lerms" Tasks 0346 and 1191
cause one to pause. Although refercnce staffq are ofte te111b1y overworked
and re ally ca{mot assume extenswe bib llographlc scarches that would be. usdul
only to a tlny\\and highly specml.ued segment of Lhe community, t.:hclcondesccndmg‘
tone of these Ite\l‘q‘ks seems :’Lnappropria'tc. In general, the reference area was
thoroughly and fa\'i-r ly repl:escnted-it} these tasks, '

- N . .
REFERENCE bASSISTANT“ AND CLERK

. Ll
\\ ) . S

Job Summary: 'Jhcse tasks J'nvo]ve directly supporting professional librarians

14

in the foilo‘qing arcas: serv:ng on 1nformat_10n dc.,k and performmg ready refer-
ence servi ce[s, files VCIL]\Cc'{]. f11c m'ILOT.LE'l].S, arranges and types: . annual lists of
journals and serials; prcparcs simple . b:Lbl:Looraph]u., prepares author lists , et

Qualifications Two years of’ collcge or an A.A, degree, Must he able to .
' compllo, an'tlyyc,,and organize blbllcfrraphncs, vertical file maLeua]e, lists of _
qerlale, eLc.; to clarlfy and obtf\m 1uformat1 on from patronsﬁto follow dctailed.
- wrdtten instructions and to solve 1)1'\c:tical problems dealmg w:LLh a variety of

\
concrete variables; and to write by mJ.' 16,1)011_ .

-

(\

N
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crv:Lces, to consult with other profesvnona]s, to adv1se on and guide-the develop—

40
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.Bulldmgf‘ and Crounds and the 11braly has liLtle conLrol over them..

Connnen"S' y "'L‘l'1é""i:'a'¢:1 s see,;n quiLe undcrral ed hcre. The Lwo clclical Ldsk
would probably haVc..to bo pe1 formed - by “the- same p01son _almply bccausc iL is>

not feasible to hire anyouo elst to" do,thcm.

.-
T s ~als . ) .

’ L’IIO'.['O LAB 'lL.CH\!TCIAl\ AND AS ISTANTG

W ot

JoB Summary: The T.A. supervises the deparunent;"' The assistants (on tlc "~
senior and junior clcrlcal lcvels cducatlonally spcaklng) opcraLc n"ucrofllm

motion picture, and still cameras; develop the films; enlargc and rcduce 517e'

s <.

: and pxoduce slides and otifer audid visual met.orw’" v I ST

,Qua].lflc.“tions: High school diploma for the T.A. plus some dddltlonal

i L

‘technical education.. The others nced Lwo or three years of high school plus

some technical courses or experience. Must be able to orgonize and coold).nuLc
wvork flow; to supervu.e staff and take instruction; to prepare, ‘set up,. opexrate \

and maintaln a variety of photographlc equ1pmcnt' to solve. practlcal and tcch-

- nical prob] cms; to write short: reports; and to work out own solut:ons to plob-

lems wulun c‘ertam specified procedures.

LY

Comment Most of the tasks -seemed to be scaled too low accord'ingly,_they
were raised to allow for some on-the- Job tram:ng S % ) |
. - . l‘iAIN}’_ENANCE CUS'TODIAN S . ' .

Job. Summary: Cleans, maintains and performs simple repairs on build_iné

~and equipment,

”

Qua]ificc'ltions'° L1LL1e schooling requn.rod buL should be ab.ld? to read
1nstructions for mai. nLa)umg 'fulm ture and equipment and to. write suffic:iently
to leave short notes for 11brary nersonnel Must be ablc to analyze the woﬂ&

that should be pexfmmcd to set up, prepare, operato, andfmamt'u.n his equip-

'mcnt to order and store his supp11e5° to solve elcmentary problcmo with scveral ;

concrete var 1ables' to supcrvme a crevw of men if the. buxldlng is vmy 1mge' o
I ;
able to work out problems within sLandaLd proccduresr P /

Comments: In most academlc libraries there fuictions are- perfoxmcd by . }/

- 2
i

GF NLI\AL PI\OI' I'SSIONAL TASKS

In this area all the tasks thaL could be p°1 formed- by any st_aff menber havc:

been clustered, Many of them have to do with pubhcau on, pro[essumal oxg_an:.-'

zati. om, profesqlonal rcadmg, aLtendance at scmmm ; conforences, sympdsia, - o o
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ELC -All ’profés 1onals should be erongly ,urg‘_d to engage- in” such actlwltlcs.

There -are two tasl\s t.nat. are Rarc.in any. library s:ﬂ.uat:on, . Task™ OJ[{O
"Servcs as member of review panel fbr 1'11 D, committee hcarm ', is one.
Undcr ordmary c1rc_um tances, only faculty members are pcrmiu.ed on such com-~
mittecs and Lhc 11brar1an mvolved wculd probdb]y liave to pos sess a FI_l.D. in
a\sub_]ect_ field and hold a doublc appon.ntnent. as a 11brarian and as a profesédul";

- Task 1256 1s the, second. Again this would rc.qune advanc d degrees

in a_ sub- . -

ject. f] eld and’ the possesqlon of a double appoinuncnt. S - ' .
. con : . @i e Lo
..~'-.'~-.-~ I L L I . e . . . o i T [hadas
T e e = * GENERAL CLERICAT -TASKS : }
s T e e P
L These dutles can be pcrformed by c]erks anywhele in. Lhe 11brary system.
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i . task , © . area "actioh P.S. _TE WF GED. WI TT - TaT, P.D, *
0853  Assigns staff to develop = - 1 1 3224 04"  0848. 546 5. 7 3 10
: . specific objectives & new : :
programs. from general ob-
g " - jectives
0940 . Calls meeting of staff on 11 . C 1324 . 09 - 0865 555 7 8 3. 11
personal assessment of S : : . : : : .

departmental needs and
prepares agenda . -

71106 . Prepares agenda for staff . 1 -1 3224 - 09 0985 555 5 7 2 .10

meetings with department ,
heads - .
0854 Conducts weekly staff = 1 - 1 - 3225 04 0848 535 8 7 4 11

meetings of department

heads to review problems,
progress, needs, & new . y . .
developments in library v ' : :

0365 ~ - Checks and evaluates 1 1 3214 09 0628 556 7 8 7 : 11 mw
v . library programs in re- : . : g S : L

. : lation to professional . = . v : .
a : . standards. - ~ c . : \

10

(]

0364 Approves or modifies 1.
suggested administrative,
" structural; or staff .
changes in library pro-
: grams and activities : . L .
. . - - . .//U ) . . ) . . .
1035 Approves proposals for . . 1 1 - ' 32246 - .09 0948 656 7 8 09
: new programs o -

> 3224 09 0948 556 8 8

n

o!

0363 Approves &/or disapproves
" requests for changes in

, . 'program emphasis, hours,

' staff arrangements, etc.

K
-
1

‘1. ' . 3226~ 09 0648 555 8 8 3 09

ranch libraries
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# task . . . " area action * - P.S. TE WF GED .WI TT TaT. - - wwuu

1202 Provides crisis manage- 1 1. 3324 08, 1148 565 6 7 2 Lon
: ment in administration : o ‘ v
of college library " . : o /

'—l
w
RN
N
~

- 1543 “Interviews & mdkes final 1 : 09 .0628 435 - \m .\Mw 3 HH .
decision regarding hiring = : e s S S -

all senior ‘staff in univ- .
ersity library 4

Rt g v e re et

0836 _ Maintains working climate 1 1
) : condusive to staff morale
ard pat. needs
1515 Arbitrates interpersonal - . 1 1 11
difficulties between staff
° - and departments within
library

.

S A it

~
N
-
frt

v 1213 Confers with staff members 1 1 1324 09 0668 545 7.
. : - .individually and collectively . _ . ‘
about interpersonal problems, : , . ) . . . . .
interdept. relations, and . ) A
needs of library

1=
[

o 1393 Provides supervision and -1 1 3225 04 ~ 0848 585 7 8 7
- management of staff in non- E . .

, technical and non-structured
. ‘ human relations situations -

0002 Approves staff manials and 11 3125 10 0628 555 5 7 &4 09
. materials setting forth . T . . .
procedures and policies . , A o o | : \

st g

3324 09 0648 .535 4 7 6 10

-4

1369 Approves or disapproves re- 1
quests from staff members

A _to attend conferences, con-

° ventions, etc. <
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$ . task o area action  P.A. TE WF  GED . WL TT TaT. P.D..

0049 ' Evaluates requests from 1 1 - *3224 09 0948 435 6 7 .2 11

. P . branches (in scientific. . . : s :
p P : . library) for help with

i special projegts and = S . . S . . .
. decides whether or not-- . - L o . e \
i , to assign staff based upon . . , . ST
: . . availability, length of L e ,
project, etc. . : ,

1337 - Evaluates work requests . §
. from branches and when
appropriate, assigns add-
itional clerical staff on’
basis of estimates of : o , oo
needs . ) .

3226 09 0848 - 435 6 7 2 10
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0060

0386

0763

1342

-0230

1150

Types multilith masters 1 2
1058

: - 1097

task .
Supervises special mail- 1 .2

ings such as notice of
library week activities

Writes for copyright clear- 1 2
ance for reproduction of

copyrighted publications

upon request from super-

visor or outside community

groups _

Determines method of repro- I 2

duction (photocopy, multilith,
etc.) for materials to be re-
nroduced

Plans weekly work schedules 1 2
for part-time clerical staff

S
Designs form letters 1. 2

Types, draft BwanHmH_mOH : 1 2
interlibrary distribution .

as instructed

Types from rough drafts, - 1 2
letters, manuscripts, etc.

Types mimeograph stencils- 1 2 .

Makes corrections on typed 1 2
stencils as directed by , .
proofreader

e T AL e 8 e e AL A Pk e e WA TR et T 1

-

. 3113

3224

3224

3224

3111

3112

2111

2111

3115

52.

TE

A

03

04

04

09

03

03
03

03 -

0688

0944
0725
0114
0184

0184
0184

0114
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6

333 3 (3
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. dept.

task

ormnWm.vaMomManH% library
and office supplies -.and
maintains inventory by order-

- ing supplies from.purchasing -

\\\\\\ﬁ

Frepares purchase-orders
. . T .

. ﬁ\\ .
Prepares- purchase otders

for--paper and reproduction

“supplies and submits to

supervisor

Types maintenance purchase
order o .
Keeps disposition record of
supplies in library-

Checks bills against origin-
al purchase order upon re- o
ceipt and requests staff

‘approval for payment

Maintains equipment inven-
tory for library

B

.Computes rental rates on

order forms for rented equip.

‘and materials

Maintains files of requisi-

~tion for AV materials in

college RMC o

.

T e e s b e Sty o e o A B T e s e

area
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e
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3111.

3112

. 3115
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3113
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54

03

02
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0784
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# .+ task T ‘area action P.S. TE - WF omu~. WI TT TaT. . P.D.
0984 ‘Revises or changes overall. ~ 1 1 1326 .10 1048 %56 8 8 7. 11
- : acquisition policy of uni- - . Cd o . o
i : versity library by reviewing : . o ST SR e . . o
. and evaluating developments - : . . o . : - -

and programs in terms of . . - .
. personal asséssment : : . .- -

0727 . Establishes library proce- 1 1 - 1224 ° 09 - 0925 , 656, 8- 8 - 7 - 10
B oo ‘dures and policies with're- . o . . - . oo A
. . : . i

gard to collection. wswwmwnm Lo - o L : o

. and acquisition and. with- oo ‘ ¥ T ‘ T : . . - ) .

! : drawal - L : . - o

0129 - Evaluates library collections 1- 1 omwp . 0948 556 7 8 1 10
in terms of changing comuunity . , S - : :

interest and mm<mH0ﬁm proce- - I ST e o v

dures to meet changing dmmmm. i e R i '

0026 Supervises staff in procedures 1 1 .. 3225° o4 - 0848 5% 6 .7 1 11 |
. and pelicies on nowwonnvon o . . , _ : . Ces
- - building o . o - . ¢ - N . . .
1130~ Consults with oowwmmm faculty 1. 1 3324 09 098 - 565 7 7 3 11 .

to determine drift and empha- e . . . C :
- . .7 sis of academic programs and < :
. . shifts acquisitiona and expen- . . . : e
P ditures -accordingly . C - S . .

1580  Evaluates and approves or dis- 1 1 3224° 09 0945 55 .6 7 1 09
. approves recommendations re- , ’ . ’
garding collection building

sampen:

e i 1341 Evaluates suggestions from 1 1 3224 09 0925 555 6° 7. 2 - 09
: staff regarding journals - . , C , .

. ~ and magazines to be retained : . o
e " 'in permanent collection
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# task . : area action P.S. TE  WF GED WI TT TaT. . P.D.

T,
R

)

«<r

0554

0417

0268

0433

0412

ot

Establishes general

statistical and other
reporting procedures for
university library system

Designs, am<mpowm,.msm

writes proposals for state,
local, and federal funds

Reviews and develops *orms
and record-keeping procedures

Plzns new space allottments'
and in terms of staff con-
cerngdyand library patterns

recommends furniture and

‘HWWHEH% supplies ‘'needed for
" university library -

Plans staff, budget, and
space needs ‘for special
projects in university
library system -

\

Conducts studies regarding
systems, procedures, and
operation of library and
recommends action

Discusses with immediate
supervisor requests: for
additional space from

branch librarians
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0176

0519

task

Determines through staff
studies or self analysis,
long-range construction

and maintenance. heeds for
college library -

Schedules and assigns pri--
orities for maintenance,
technical, physical and
other problems requiring
WMmanbSom and attention

- Approves maintenance agree-

ments on 2quipment leased
and owned by library

Makes decisions on purchases
of equipment and facilities
‘for university level library

area mnnwon P.S.
8 1 . 3324
1 1 - 3224
1 2 - 3224

1 1 3324

by (A) approving or rejecting
recormendations (B) postponing.
recommendations (C) referring

decisions for further dis-
cussion

Examines, evaluates, and

‘recommenda approval or dis-

approval Sf purchase of learn-

ing equipment* and teaching
machines in U. LL

Reviews and evaluates non-

material requests from branch

libraries and recommends action R

60

1 1 3224
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ADMINISTRATION, BUDGET, wWOMMmmHozwb : L

I

d

0628

1051

0966

voomm

3

1023

0994

1016

task . . area action

Uses other library salary 1

schedules and municipal
sa¥ary schedules  to incor-
porate  in budget presenta-
tion S :

Reviews and discusses.budgets 1
rom unit heads in university

library and revises accordingly

Determines budgct needs and H

~major categorical amounts

for budget for coming ‘fiscal
vear .

Evaluates building and grounds 1
maintenance needs for inclusion
in annual budget

Allocates budget annually
among major budget categoxries

=

Discusses, defends and ex- 1
plains university library
budget proposal to chief

Incorporates revisions into 1
university library budget &
sends budget to university
president )

Modifies departmental bud- 1
get needs and requcsts on

basis of overall liorary
budget neceds ’ -

2

.
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1065

0998

+1055

0475

0222

1068

~port for library

task

.Serves as liaison between 1

dept. heads and contractors
in construction projects

Selects with advice of in- 1
terior decorators, architects,
and staff members, fuiniture
and furnishings for new

_library additions and buildings -

Selects furniture, interior 1
furnishings, etc. for U library

Reviews and recommends minor 1
insurance programs for library
equipment facilities, staff, etc.

Approves.new reporting forms 1
and procedures . -

'Evaluates statistical and , 1
‘salary data gathered from

agencies and recommends
salary adjustments.  for
staff in university library

Requests from staff reports 1
describing programs and
integrates data supplied into
larger reports and studies

Prepares annual fiscal re- 1

area .action

2
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1514

0261

1047

0948

0564

1291
0051

0444

T

task

Reduceg mnmnwmean Qmwm- f
to nmwchwhmowa.

Reduceg Statisticay and
Acmunwnmnm<m.amnm to

8raphic forp

Screeng Salesmen
Collectsg mmnm~ MSMOHSmnMOSu
mno._ﬁmmmwmwum material or

Hm@cmmnwum mnmnHmnMan or
other informasjop about

noumcnnm Hmmamw.munmﬂmmn
Surveys jin vawmw%

Codes Teturneqg @nmmnwou: .
Naireg for mmnm.wwonmwmwum

3

Revieyg Physicai vmmnn and

when approprigse Yequestg
Hmwunmumunn Services .

66

3325’
2224

3125

3215

2112

3224

03

05 -
10

03

10

0924
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434
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445
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11
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) - ADMINISTRATION, PLANNING, CLERK
# task e . area action  P.S,  TE  WF-  GED - WI TT Tal.  P.D,
0115 Maintains filés of main- . 1 ~-2 3111 02 0587 333 2 (&) 1 11
tenance -agreements for , .o . 5 ‘
library mnﬁww&win . g : S o . by
0824 |  Maintains files on all 12 . 31127 02 0587 33 2 @& 1 11
insurance programs for - o o 5
library . .. . . - : , N
1442 Maintains maintenance . 1. 2 - 3112 02 0s87 223 2 (&) 1 - 11
. . fecords of library facil- - E ) - T : 5 ,
ities , . . ‘ u.n 0 - - . -
. f . i . ) : Co- . . . .
0274 ‘Assigns custodial staff 1 2 2224 04 0948 383 4 (& 1 10 D
a . to special projects and . o L : .5 . . I~
activities . .
0301 - . Schedules maintenarce and 1 -2~ - 3225 04 ° o084 32 3 5 2 11
: construction activities with L ) S .
college building and grounds - \ , . . ot
Qmmuﬁ- ’ . : :
0477 Supervises foremen of cus- 1 2 3225 04 0848 434 4. 5 7 11 _
. © -todial staff : . : o - .
_ .
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task - area action

Recruits workers &for = - 1 1 .
encouradges persons to
join library profession
through visits to colleges,
universities, ‘etc. o

Recormends criteria for -1 1
hiring professional and

clerical personnel ,
Reviews personnel data, 1 1
reports, ectc, from a

variety of sources and

areas to gain insight

into applicability to~ |

library personnel programs

Revises staff manual accord- - 1 1
ing to suggestions of exec- a1 |
utive committee during

review process . ta .

Writes staff manual explairi- 1 1
ing rules, regulatioms,"
rights, and responsibilities -

:wwm employees in (PL)

Conducts staff development 1 2
programs in library _ )
Evaluates classification . L 2
-procedures and recommends
‘changes

Meets with staff committee - ., 1. 1
to review, evaluate, and A
redesign library position
classification manual : .
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area. action

F ) - task

Answers questions from 1 1
staff regarding personnel

problems, procedures, and
regulations

o

- Reviews requests to termin- 1
‘ate employment of staff and
determines to (a) terminate -
worker (b) transfer worker
(e) initiate performance
interview with worker

B

Approves nmﬂaw&mnwon papers. 1 2

for staff and notifies =
person affected
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task v

Telephones or interviews -1
successful and unsuccessful

o

,

with library - J

Conducts orientation for new 1

employees by conducting tours.
of the facility and intro- °
ducing new employees to
supervisors '

Writes inter-office memoranda 1
‘notifying staff of personnel

changes .
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. aréa-._action
- . - //
. Produces monthly. report 1 2

-

.summarizing activities ) e

task

.

of print shop D S .

- —— . ,W\‘
Maintains scrapbook files 1 2
of 211 printing @Ho&Com&

in print shop ..

3 &oﬂHnOHm and maintains 1. "2
paper and reproduction -

supplies- for library-
print shop

-

Ferforms minor BmHﬂnmﬂl 1 2.
ance on print shop machines

such as mimeograph machine,

BﬂHnHHHnﬁamoﬁwnmu n%vmmmnnwdm
BNGWHﬂmv etc.

Maintains files of multilith 1
masters and stencils : .
Operates multilith machine 1 2

to produce copies from : -

2222

. 3115

3111

3111

masters _ , R

S

Operates envelope mn(mmwﬂm -1 2
machine’ :

4 - .
Cleans office machines weekly 1° 2
(i.e., mimiegraph, multilith,
etc.) to keep in moom operating
OOJQHnHOﬁ el
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ADMINISTRATION. SYSTEI4S ANALYSIS, SPECIALIST

task area action.
IZuvestigates computer 1.1
applications’ for pro-

cessing, nwﬂncwmmwonv etc. | -

Prepares flow charts, ¢ 1 1
diagrams, and block diagrams ¥

to: define systems problems

of library procedures

Recommends on-basis of time 1 1

cost and other factors whether
or not library processes be -
computerized - - -

Classifies completed pregrams 1 -1
for storage -and future use

Supervises programmers in 1 1
developing simple programs

for IBM systems/260 computer

Explains data contained on 1 1
computer print-out sheets to
library staff
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; : learning center estimating - . - ) . C . .
~usage of equipment and : : - T
: materials and staff patterns ’ ,
0299 , Evaluates trends in sciéntific 1 1 3224 09 0625 576 7 8 7 09
a - library and plans new ‘techniques = - S : .
L 2 and procedures, such as micro- . SR B : . . . -
) v - o fiche, etc. - co . . - S
. : 0507 Designs and plans shelving and 1 = 1 3324 10 0925 565 7 (6 7 11,
RGO ' . departmental arrangements ' _ ® . 7 .
1411 .mUm<mHowwwmeum for major rem- 8 = 1 . - - 2321 02 OQmw 643 2 .mmV 6 11
ovations;in RMC and submits : . 7

to supervisor

a8

11

~
=

1601 Adjusts complaints from 1 .2 : 3223 08 0678 576 . 6
- scientitic staff regarding v :
rejected recommendations - : A A

0325 Meets quarterly as member 1 1 3324 07 0968 556 7 7 5 = 11
“ : . of library advisory commi- : . : o
i . ttee in medical library to

establish library priorities

.and decide acquisitions .

0409 Answers questions regarding 1 1. - 3123 07 0453 576 5 7 1 07
library holdings or use of . .
library by scientific staff
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: professional employees in _ v . .7 . .
. vaﬂmﬂ% . : : N - : ) A I
. .. 0640 Interviews applicants for. ,...H B 3224 09 0628 - 455 6 7 3 11
- o : departmental professional - ° : : S 2 N :
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/ - . i . .. N . . . v.
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clerical applicants, and ‘ . S , . 7 .
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" . ‘sonnel office , ) _ o ,
o W 0684 - " Provides annual evaluations - 1  2° 3224 09 0645, 385- 76 2 - 10,
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0705 Provides written structured 1 1 C o .3216 09 0625 555.° 6 7 3 10 °
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task P

Supervises maintenance staff
in branch libraries and de-

termines maintenance work (A)°

can be performed on-site {(B)
requires off-site assistance
and notifies main library of
the nature of problems _

4

Maintains inventory of equip-

ment in dept. including date
purchased, price, sexial num-
ber, etc.. :

Maintains omﬁmcsmwwm supplies
for library AV department

Keeps in personal possession
and authorizes use of keys to
work areas
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Computes postage: & insurance
rates (using. mnmsmm.nm tab .
HﬁﬂﬁWHm@ for all mater

pbe sent ont via wﬂanHWUHmH%
loan :
Consults sailing charts to
mmﬂmﬂawﬂ@v@omﬁwmm and insur-
ance cnarges for AV materials
gent via mai _ o
amounts OB forms for shipping
dept. . L

Operates mailing machine to 1
.affix vnovmﬂ.eomnmmwéo pieces
of mail * : :
Operates: using ©
1ibrary mail service by de-
1ivering titles, ,Bwaon.msmmu
mail mﬂnHu ro offices within
1ibrary ' -

0730 prives ;van for deliver
: @wnwcv om;duoﬁwuhamnmﬂw
mﬂcwmamﬂﬁ belonging ro 1libr

mu..u_..mm by date of muu?wH for L
access on delivery date “not-

i1 fication of "direct delivery
~ form” mon.ﬁwnwmmu Bwﬁmﬂwwvm .

mﬂm“mﬁcwvamﬂn being shipped
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. . 4+ . collection building tools - L e s
) CI . . L i . NI . . . .
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titles not in library and . . :

not available on inter-

library loan to determine

whether or not to purchase. .

m<chmnmmmnmmm HmmcmmnmA .Mm H _ .v.wwa..ow
for titles in medical : o

library and determines (a)
title be recommended for
purchase (b) request be
rejected (c) title be
borrowed from another
facility

a

Determines mHnHm.mﬁvu M 2 . 3224 09
mitted by patrdn is not : . . :
in coilection and (a) )
orders and/or (b) obtains
through interlibrary loan

Evaluates HmooaamsmmnHOW w 2 -2 3224 . 09
from staff for discarding

obsolescent titles and
takes action ’

>wmmo¢mm.om disapproves- 2 1. 3224 10

recommer:dations from staff

to process periodicals by
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future microfilming
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# - task area action -  P.S. - TE WF  GED WI TT TaT.. P.D.

036¢ Evaluates jobber policies, - 2 1 3224 . 10 0628 545 6 7 2 - 09
. . . procedures, and programs . . T - u S .
. i and. reccmmends changes : : i
when appropriate and in o : o . ;
the best interest of . : . _

library

[ o123 Negotiates with vendors and 2  1° 2324 10 - 0668 546 6 8 7 1
. jobbers over acquisition of | : S . . : ! H : B
um ‘ rare and. out of print mat- , . o . : . . . mm.

erials . . : . SN : )

M 02C4 . Reduces to writing des- 2 1 -t 3124 10 1025 - 536 » ‘7 - 7 11
] : . cription c¢f ordering ) o : . o . : .
: : '~ process including des- . . L
X N criptions, steps, mvm
. - e . symbols used

NN

0504 Maintains want list for -2 1 - . 3324 10 0927 546 6 8 2 11
. out of print titles and ; c : . : : A
bids on, makes proposals, E o : ] :
. .etc. when titles become o : - P o
. available . : : o . M o .

-

1195 Approves and signs letters 2 2 - 3213 04 0644 435 . 4 mv 1 - 11

. of transmittal to jobbess g : . T s 7 -

and publishers for orders o T : i o ’
of bocks ahd AV materials . . , . N y
(v 1358 _Determines on basis of 2 1 3224 o0& o085 43 5 (& 1 - 11

i priority and complexity S G S . a 7 .
: . distribution of book order’ : S L - PR “
slips for verifitation by o o o ,
‘staff in U acquisition dept. . - - .
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ing expenditures. and
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Prepares reports for

memorial fund bowk donors .

>mmWWSW budget account

numbers for all new orders

Operates accounting *.

machine no,imwnnmmnﬂmono¢bnm
by account number and jobber
for U library purchase orders

Tabulates on machine by

totaling (for each budget
area) estimated expenditures
for new titles for month

.

|

Compares dealer's state-

ments claiming nonreceipt = -’
_of payment against library

records to determine if
invoice has been paid and/
or requests evidence of pay-

ment from branch or system

library and budget office
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"and other .data for

“meoﬁmvmnmbmmmm tools

for author informationm,
pubiication data, and
price to prepare pur-
chase order .for new
titles

-Verifies data on order

moﬂamw%meoﬁw5m<mﬂwm%n
omnwoﬁ.mocﬂomm. . s

ooabwmnmm order card. con-

‘sisting of author, publisher
titles to

»

be Hﬂowcmmm in consideration -

file

Checks all order slips for.
“accuracy

- Reviews order- forms f£mnom

patron:.and checks to see
if title -is on cxrder, if

title has been’ purchased

and is on file, mum_aamnwmﬂ

information supplied on
order form is compléte

.Searches card catalogues

and order files to ascer-
tain if titles’ received . o
under examination ﬁwms

are in: OOHHmonHos or on
order .- ‘
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’ E N

Checks .card catalog for
previous listing of new -
‘titles and finding new
title present, writes
necessary data for pro-
cessing: of titles

. ’ -/ . ~ . N :
Checks standard tools for

" data and information to

complete cards 'in new titles

I

" Checks standard nmopm for

cataloging information for -
titles on which no LC card

‘is available i

Answers questidns and adjusts

complaints from branch librar-
ies and patrons regarding non-
/0r delivery time of
journals by \checking master -

delivery a

file of subscriptionms

Examines requests for serial
back issues and replacements
and orders materials follow-

"ing specific guidelines

Writes form letters to job-

bers requesting copies omVSOﬁn

delivered journdls, period-
icals, etc,
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task .

Logs in date- and 'number
of journals, serials sub-
scriptions, etc. received
in master file and forwards
copy to appropriate branch
bt ]
Maintains current card file
of magazine zad newspaper .
subscriptions and logs
issues as received

Maintains alphabetical file

of cards for all subscriptioms
indicating beginning sub-
scription date, title, and
numbrr of copies received

Maintains history card for
periodicals and continuations
Maintains payment card for
all subscriptions

Reviews files to determine
if serials and/or continu-
ations are on order

Notifies supervisor when
expected subscriptions do
not arrive on time
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.Types information from
forms ‘on boock pockets
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new titles
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task

Prepares paperbacks for
circulation by reinforcing
spine with mylar and placing
pressure sensitive tape on
cover . -

Reinforces umawwwmnm, coown
lets, etc.

,Hnmmﬂnm.umlumenm in-binders’
for storage

Sands with sandpaper cartons
(microfilm boxes, tape boxes)

. . before glueing on identification e .

Hmdmym

.

area action P.S." TE WE'  GED
'3 2. 2111 02 . 118 187
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'3 ..2 .. . 2221, 02 . 1183 187

Affixes ozdmﬂmrwu labels to >< w 2 2111 02" HHmm.H 187.

anmﬂwmwm .

»

wﬂcommmmm new filmstrips

and tapes by attaching. trailers

and leaders

°

Repairs torn vmmmm in dam-
aged books

wi

Mends broken nmum boxes,
record albums, etc,

- Prepares nmsmumvmﬂ oHHvuwnmm
by glueing and stapling on’
ﬂ/.nw pages for mvwmm

Ovmﬂmnmm vwﬂmwﬁm machine to
attach vﬂmmnﬂwwmm covers and

.

- plastic bindings to large re-

" ports or materials
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s - .. e L

in library by arranging for : . : ,
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" be available
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task

"Serves as liaison between
instructor and AV techni- .
cians in production. of AV:
materials at university
level ”

Coordinates faculty
as rescurce persons in
‘university library .

test
equip-

M@@wodmm scheduling
demonstration of AV
ment and materials

Tests demonstration AV
equipment, reviews staff
recommendations, and ‘on
basis of own and staff
reactions, recommends for
purchase:

Writes detailed justifi-
cation to accompany reco-
mmended purchases of ex-
pensive AV equipment’

Evaluates malfunctioning-

. AV equipment and decides
(A) local maintenance is
possible (B) outside main-
tenance: required ‘(C) equip-
ment should be traded (D)

equipment should be dis-:

—_—

carded

e

T e i e dh i a S0 e e e Lo i AN A AP Y N A et T Vi

serving
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‘task .

Apprevas requests of faculty 6~
members to-use-staff and e-
quipment of AV dept. for
curriculum review and devel-

opment

Constructs special pieces . of 6
equipment (Not available on -
BmHWmnv to fulfill nmmmm in

AV center

Examines annually inventory .6
of AV materials to identify .

-outdated materials, &/or

those. receiving little use,
and recommends whether mat-

" erials should be left in

inventory

Reviews consideration file ° 6

of AV materials and recormends
to supervisor purchase om

ymmHmnnmm anmHHmHm

>nnonmnmw filmstrips, loops, 6
transparencies, etc.

. Writes narratives for film- 6

- strips, loops, transparencies,
etc. .
Produces discussion guides 6

for films, records, and
other AV materials o

area action

1

- § P.S. TE  WF

3224 09 0648
2325 . 11 0915
3326 10 0687

3324 09 0625

3124 10 0625

3124 11 0685
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task

“e-

Administers and interprets
standardized tests for
college students in LL

Interprets standard test

- results produced in CC LL

Meets with jnterdepartmental
faculty committee involved
in establishing counseling
and guidance vowwmwmm.HOH
individual college students

with persecnal, educational, -
"and other problems.

Identifies needs of students

~coming to LL and directs them
to appropriate faculty member

for ccunseling, guidance and
remedial education’

Provides upon request indi-.
vidualized and informal .
counseling opportunities
for university students in

‘library

Conducts Hmmw<wmcmw counseling 6

sessions involving university
students having educational-
VHOGHmam . .

-Conducts group counseling

sessions involving university
students having educational

.problems

T e . Y s e TN AR B B S’ AR A o i S NI A

02 0844 . 555
10 0654 455
11 =~ 0638 . 555
09 =~ 0638 - 536
09 0678  536.
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' PATRONS'S mmW<Hnmwu.>ccHo <Hchﬁ, LIBRARY TECHNICAL ASSISTANT OR TECHNICAL ASSISTANT

ot

o task - . area -action - ., P.S.. - TE WF  GED_ WL TT TaT.'  P.D.

1154 © Reviews journals, brochures 6 2 c 2324 09 0685 43¢ 6 6 3 09
and other publications to - - . ; : S ) : :
screen AV equipment and - : . - .
produce lists of equipment Lo
for possible review - . .

1460  Reviews new AV equipment to - 6 1 1115 . 02 0684 426 5 @ 3 11.
‘familiarize self with oper- ) . . .
- ation to (A) instruct staff _ : . . .
and students in operation, . : : ,
" (B) perform minor maintenance,

T . 0492 - Lists AV equipment to be - 6 2 3222 . ON 0624 334 & 6 2 Hmw
examined for purchase . , . : . - -

HNS\.m%mmﬁmmuo@mﬂmno&m-, m,H .NNNN.\ ow.omﬁ.;ﬁm N @ N. .HH
. play and demonstrate AV : . . : 6 :
equipment for staff Eval.

omww mormmcwmmvﬂm<wmzmu,mnm m.H ,.wmmb Ho owmm.awww w
Coo . tests competing AV equip. : . S .
o and recommends to super-

_visor .

W)
\.

0517 Discusses with supervisor . 2 1 T 3224 09 0668 545 6 .6 ° 2 11

. and recommends AV equip. : . . _ . . '

o . . needs for learning center ‘ . '

0830. Prepares for typist catalog ™ .6 - 2 . 3115 03 0185 334 11
list of AV materials avail- : S . o

able in learning center

(3]
ooy
(3]

1110 . - Provides in-service training 6 1 3115 07 0854 434 & 11
‘ - for students in operation , - L ,
maintenance, etc. of AV equip
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0097 -

© 0229

1480

PATRONS' SERVICES, .AUDIO VISUAL, mm%HOw CLERK

task - - A o area - action

Conducts informal; inventory - 6 . 2
by ‘walking about building .
and examining operation of.
><.macwwammm\\\\\

.GNmmHHUmmasmHmﬁﬂnnHOSHSW . 6. 2
AV equipment and transmits A
-information for typing

‘Notifies serviceman of =~ 6 1
problenms with AV equipment

and authorizes repairs

Assists staff in working 6 1
ocut job problems for off-
campus AV materials pro-
duction jobs--where to go, . .. _
what to do, techniques re- . T
.quired, etc. : o -

"Arranges by telephone wwm . 6 2
teletype machine for clear- A

ance ‘'to use computer

Explains computer printout 6 2

of test results to college
, instructor
.PHHonmnmm‘mnm schedules 6 2

'scarce equipment -and mater-

- ials in AV center

Demonstrates to student and 6 2
faculty use of AV equip. in
U, library ; -

w.m.

3224

3123

-3123

3224

2115
uHHM
wmwk
wHHm

150

TE

10

03

03

11

03

07"

04

07

"WF - GED

0682 483

-

0425 _ 434

0422 434

0748 -&uum 4

0424 334

0658 444

0947 - 324

- 0454 424
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. PATRONS' SERVICES, AUDIO VISUAL, JUNIOR CLERK
task - area action P.S. TE . “WF- GED
Maintains security in uni- 6" "1 31%5.° 03 - 0287 323
‘versity AV facilicy by.lock- .
ing up.available equipment - .
controlling keys, and con-
ducting vmﬂ.moﬁmH HﬂdmﬁnOHPmm
Examines nmmnwmn approval 6. 2 v 3113 02 0217 333
forms presented by college N :

‘students for consumable AV ST .

.“, anmﬂmem m:um. md.HuvHHmm ) ’ .
mpHHm wm@cmmnm mou AV mat- b 2 3111 02 0511 222
mHHmHm.:oﬁwH nrm mmmw " . .

" Maintains ‘card index om_w¢n 6 2. 51127~ .02 0587- 333

* materials . ° . )

"‘Maihtains invehtory of AV & 1 3112 02 0587 333
wﬁﬁu..vamnn. in m.mdn.. ] ’ ’ .
nosmcnnm pcmmnmme inventory 6 2 3115 02,. 0587 333
-of equipment and materials .. : S

. in ‘university >< mmnu.“_.u.nun N - -

. Maintains inventory. of video: 6 2 . -3112 02 0587 333

- tapes-and*films in RMC : ) . .

‘Arranges with media center=y 6 2 3113 03 <€ .08la - 224
for AV, equipment to be used . o ;
in university' level classes _ ~

" FiTes AV materials returned - 6 .2 3113 02 0587 333

by patron ° - - . o e - .

: T o . ’ v
) . 152 R )
. ] 4..\. .

o - * D'

-

¥ \ .
4 4 !
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3 & ,@
N p M 3 l. H-”
2 4 b,
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o : ‘task - L ' area adction  P.S. TE WF - GED WL TT Taf.. P.D.

1439 Inspects by eye all 8 6 2 - 3111 02 0282 282- ‘1 3 1 . 09 ..

EN . . : - :...m.p. X
N . - films returned by patron h o . : : -

0059*™. Rewinds & %nmvmdnm film 6 2 3111 . . ON.. 118, 187 1 m&M | 2 11
1412-" Checks films (16MM) returned 6 2 3111 02 . 118 283 1 3. 1 11
o . o " by running film nrHoﬁmJ mHHB o . a

" inspection machine M ) . , o o o - 1

11

-
-

3 0667 | Operates film cleaning machine 6 2 3111 02 , ‘HHmb 187

~
v

1186 Operates splicing machine 6 2 . 3111 02 1184 187 -1

W

S 1218  Splices tapes, filmstrips, 6 2 . 3123 .02 1183 - 187 . 1

m etc. using simple tools such . . . m&
as scissors, transparent tadpe ' . ’ T , . . ’ : ”mw
@ etc. : . . . 3

11

D

~,
N

0428 Makes minor splicing repairs 6 2 3113 - 02 1184 187 1.
_ : to damaged 16MM films revealed . _ _ o
. by inspection and secs, aside = o ’ : : . - o ~
films requiring BvuOH mainten- . o . . o .
- .mnnm( . . . oA T

11

>

; 0719 Hnmvmonm HWuOHm mwmnm Hmnﬁﬂnmm m a2, 3111 . 02 0282 187 1 Y1 1 o011

SRR by patrons by removing from . : o e : S, e

S . jacket and mAmBHnmm mOH breaks, . : . ’ N .
mowmnormm, etc. |

1343 Cleans HmnOHm mvmnm returned by6 .‘M 3111 02 - 1183 _ 187 1 1 1 06 N
T patrons by wiping gently with . . : o o . )
a2 damp, cloth ‘ . - . .

13

1070 - , Determines malfunctionipg AV 6 2 - 3222 - 09 -0682° 257 3 3 2 11
equipment requires more ‘than . . . .
siwple maintenance mnm sets . . - -

4
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. ” . ~ CIRCULATION, PROFESSIONAL _ _

#

0725

0467 .

“0652

0339

task

HmmnnHmwmm.mnMnHmanmH data
to be tabulated and filed

in circulation dept. .

Writes reports summarizing
activities in circulation’

dept.

Establishes filing vOHHanm

in university library cir-

culation dept.

Designs and develops pro-
cedures for. transferring
library materials from

branches to main library

Establishes circulation

in CC library

'system for AV equipment

Evaluates and revises
circulativn system for
AV equipment and materials

Supervises and assigns
staff in circulation dept.

‘Conducts inventories

Makes decision .on reduc-
tion of fines or cance-
llation of charges when -

patron questioms or complains

I§
¥
——

area

4L

about billing either in person,

@

by telephone or by letter

.

‘action

[\¥

P.S.

1224
2224
1224

3324
1224

3224

3224

3112

- 3224

156

. TE

10

07

09

04

09

10

04

02

WF

0945 _
0725
0945

0945,

0945

0985

0848

0384

0624

GED.

545

455 -

535

- 534

535

535

434

333

- 435

=&

WI

)

“©

&) i

-

o

. ©

Ny

4
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CIRCULATION, LIBRARY TECHNICAL ASSTSTANT

#oo. task ' area action P.S, TE WF .GED WI TT TaT{  P.D.
1548 Arranges staff schedules to 4 2 - 3114 04 0845, 33t 3 (3 1 11
insyre proper coverage of - . N ¢ .

HawmmH% during‘eveninugs,
holidays, fmmrm:mmu etc.

"

1578 Supervises mnnH<4nHmm at T4 2 3224 T 04 0848 434 4
. circulation desk and shifts . : {

_ staff depending on patron

! traffic and needs

>
e
H
| ad

ouow .mmﬂ<mmouwumonamnwoummmw »N” NHNw. ow.opmm..wmp.m »”H_ HH
S of library and guides patrons . . : : 6 .
: to depts. and other locations
. where required services can
be vHo<Hmmm

'168

0122 ‘Serves on adult circulation 4 2 1323, 05 0658 455 5 6 2 . 11
.desk to be available to adult - : -
patron to discuss negds- . :

. . . .
. . - i

1519 ' Inspects by reading all new 4~ 1 3112 12 0282 33% 3 (& 1 . 09 -
: application cards for com- . . . : . 6 - . : .
plete and accurate information , S

<
o

0121 Reviews completed applications & 2 3114 10 0685 324 4
for library cards ari determines . . : s v
whether to issue card on the - - : . )
basis of information on the . . e .
application forms . . o

0158 , wmmwonam to complaints for mon-4 1 3223 ' 08 - 0647 524 4 (5) 1 11
. © ' delivery of reserve books by checking : : 6 . P
mOH reasons and Hmwm%wnm same . ) S ) o -
._ . , to patron : B : : .
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# . task . - © area action P.S... TE .. WF  GED WI TT TaT.: P.D.
- 0028 .Determines title. under : 4 2 3124 10 - 0628 434 3 mmv 1. - 09
. ~ search is lost and ctarts . . c , S :
process of notifying catalog
dept. to remove cards from
catalog v

g

Hmwm.. mcvmﬂ<wmmm.nHmﬁWm ww.mnmon...b uN. uNNm ,ok. ombm. bbb‘ b
and determines work assign- . : . . o . S
ments based on work flow .

GN
-
-
o

(o)}
—
—
—

! 0384 . ‘Reviews shelves and selects & .2 - L 3224 10 . 0682 435 . 6
b o titles in mmﬁMHMOHmnmm oonn.. - o ,
k . . dition, of excessive age, and
i o for lack of use, and sets

: aside

i

ot

11

170

HHmm \AHs<msnouwmmmnmonaan_ ,» N. .wNN» om.ommu‘»um m;
_ dept. heads using shelf list’’ . o )
. to. check for obsolescense and
. . withdrawals °
1057 £hecks shelf list against . 4 % 2 - 3112 02 0287 433 3 11 S
- stacks to make sure they = . S L .6 - . . .
.correspond _ S mmhw.” . . . . T - D -

09’

D)
N\

W omuu ,owmowmmamoxm_no.wmmsnwm«1.».~  «uHHN ou‘onmu.wuu,w
missing serials or contin-- - . _ : R . o
uations and prepares order S : . . . S : S

-

card accordingly = -~ . : . : . h e . -

o~
\
N

]

-~ 0349  Inventories shelves and e 2 3112~ 03 0287 333 3
, checks against circulation 2 . . .
reco¥ds and shelf lists to

“determine if titles are
still in system o . N
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1551

1156

© 1583

1461

0828

0209

1255

task

Transmits punched tape mat-

erials to computer via
telephone module ,

»

Types input data for

.-computer using "on-line"

keyboard device

Corrects errors on daily

"printout error listing"

for circulation dept. by

checking printout against
original records

Explains as requested
circulation rules and
regulations in library

Writes letters over
signature -of super-
visor to go to patrons
with overdue titles

Telephones patrons with
overdue titles

HmwmeUSmm,vmnHon with

" overdue -books.after fourth

postcard notice

Requests (a) in person,
(b). by telephone, or (c)

via transmission of overdue

slips, -that staff members
with overdue titles return

same °

B

3

~area

CIRCULATION. SENIOR:

action

2

P.S.

3115

3111

3115

3115

3224

3113

3113

CLERX . .
TE-- WF  GED WI TT TaT. - ©®.D.
12 os84 33 1 5 2 " 11
12 - olsk 23 6 5 2 11
02 0287 434 & 5. 1° © 11
— . Wz(
= . . -
07 0458 434 5 5 2 - 1l
09 o724 33 & (&) 4 - 11
. G
03 o424 33 4 5 1 11
05 0424 224 4 5 1 11
05 . 0834 33 4 5 1 11 ‘
° .lC
. o=
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. 1364

b 0285

0094

0341

4

L | CIRCUIATION, JUNIOR CLERK

-

task : - area action

-

Examines book card and ‘ 4 - 2

- pocket information to be

sure both match’ before check- .

ing out books to patrons _
Searches for correct book . 4 2
cdrd of title preSented by -
patron for checkout in which
incorrect book card has been

placed previously ,

Serves on circulation desk in 4 . 2
university self-instructional
center and checks out tapes
programmed instructional
materials, etc., to students
upon request .

Serves on circulation desk and &4 - 2
receives lost articles 4and 3
checks identification for claim

of articles

4
»

Checks Qﬁn AV materials to 4 2

patrons ) , -« 7
Processes circulation card 4 2

by (a) stamping with patrons
information (b) punching cir-
culation card and book card.
with patrons data for later

machine tabnlation . .

P.S.

3111

3115 -

3115

164

TE ~ WF

02 0282
o1’ 0217
03  0ll4
01 - 0221
9 .
02° - 0114
! k]
02 "0124
n.r. ’

'GED

233

333

223

213.

233

323

TaT.

1]

P.D.

09

11

.

Aruitoxt provided by Eic

O

¢
i

1




s91

IR . . pepiaoad 30U UoTjBWIOJUT
. ’ . z0z uoxzed sozzinb pue uoxzed
: : . . R ) £q poluosdad WIOF DAISSII .
T v z  ¥EE  HT90 z0 r4 9% -- ¢ . % , ‘ssousisjdwoo I0F souUTWEXKF ' CIET
s3sod pue stoxjed o3 3Ino .
poyosyo STBIIOIBW TI® JO 3ISII

z ¥ 'z HEE 4TI0 « T0  €TIIE . T % uoazed £q 3sombsa uodn s°dAL €560
o | . N T £ep 3X9U 0] popodU SPIBD
ST v/ %  €€E 5860 01 ‘g€zzE - ¥ °7p 93P FO IIqUWNU SOIBWIIST- | LLET
o - . . AR -adep Goa..m.?uu.nu-.ww.n
. - s3sonbax. pue mmH“H>H“um Jo
’ .- . ) SpI0931 Hmoauwﬂumuw L1yauou -
I, % 4 €€e  L8€O z0 IT1€ . [4 %  pur ﬁhﬂxmm? “L1TRP SUFRIVITH 8010
S . . . o - . , mﬂmﬂuoume.>4 vaw.m&00£ Jo :
1 % T -€€7 7850 €0 AN (N ¢ - % ©3unod UOTIBINMOATD ATTEp SINeL 1700
) U ) e ) ) - Vﬂ“mHu .- v.. o N
T e uoI3jTUTWEX® O3 SPUSS puw’ (03 : , %M
‘ , L , . T ¢spiovex murahm 3ae ‘swiiy) —— [Py P
1 K4 [4 €€C  we10 - ‘C¢o - TTIE 0 .. T % mHmHumuma AV wmcuzumu ut wooq ,mmao ,
B \ } ) 39300d &oop ut paeo uuomH£
s . S : ) T pue. “coaumatouca J93o0d
. . Yooq 3sutede paed SRCELCI
. : : o . i .mmﬂuau psuinysl I03 238p “ .
1 % € €E€E £820 . ‘20 T11€ Ty . °9p £q pawD 300q.s93@00T - 0SST
: - . : ) . _ umeﬁa Smo o
1 % T  E€¢ 8¢ 0. 111€E . T % S SPAEY UOTIBTMDITD 3114 © 00%0
° : : St :
- e ’ o : S . o I ELECES
. . . L o S 4 ﬁoaumﬂsuuau meAmEou pue A1TED
1 kK4 [4 €ec  18S0 ¢0 . - TTTE - ¢ 77 SPABD %00q S3uUN0d pue s3x0§ - §9]]
el IL IM a=o am nﬂ.me¢1\1AWPM\; uorjzoe EBOIE . ' -3sel A&:“. . #
N . - - \\\ = ‘ .
’ ’ —— '_ . I-;\ P . ey : - e wem e .
- v . 3 . s ) - et e C
] . : - .:Ul

Aruitoxt provided by Eic:

E



“task P - area . action - P.S.
Arranges -all request forms 4 2 3113
o= in alphabetical ofder by : . .
. : N ’ thor prior to mﬁanWHnm .. . v ’
e T . for titles
..~.o.., " B .,. ..‘o. , ....,,.. - .- , 4
mwonmmmmm renewal requests . & 2
(2) «checkinyg to see if . - -
. nHmHm is o reserve (b) checking AR
o T , date due to determine whether . .
U . . patron has mxummmmm allowed
ST time and if not, stamps new -

N 7.1 . . ]
.date due on.cooﬁ card . -

. L.

ot -

.

. - e R -
ok 0484 owmnWm nmim nrwmwomu shelf, 4 2
. L .etc, for title upon precen-.-
. “tation of book reserve form
by patrom and advises accord- e
R : Hdmw% : LT . o
IR e , L ! o .
: .o . . ﬁonmﬁmm book card for.book . & 2.
S . . alpeady in circulation and B ¢
.” - Jattaches reserve order form
. completed v% patron ) %
v e X s - .
. szWm “with® HmmbmwmvnmnHOS 2 S
T : v\ symbol coock cards For- anHm%JW : .
T . . in circudation for which a . .
. 4 reserve order has wmms nm-_.

ceived. . .. . Lo S

e

: - s
. L. - .

O e . . . Aot [ e, .
te e ~ 1606 -uw.mmmﬂnwmmemﬂmnww for titles -~ 4 2
coot . cupom Hmnmwwn of call slips .

3111

> .l

. L ‘
Locates HmmmHmm book upon™ & 2
presentation by patron of . -
postcard received fram

library

166

2113,

02

02

———

WF © .GED _WI . TIT

0587 283+ 2 4 1L

~e D. .._. .

5~

0217

‘

0217
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# . © task “area
Fills out Hmnmwﬁn for - 4
patron upon payment of fine
attaches second copy to
paid bill, and mmmnﬂo%m
i1 , I

L

1574 Notifies nmnmuomwum mmwn 4
. of lost itities by completing
simple form instructing
nmrvHodem to remove anHmm
from £iles

3

0961 ,.ovmﬂmnOm electric nmmr : 4

register
. 042t Marks shelves in main. 4
’ library and reference. . .
~areas with-classification
numbers for easy location
| by patron and shelving clerks
‘o . -
0524 Retrieves materials in 4
stacks upon request for .
microfilming '

' R . a.‘ ¢ . .
1557 - Sorts titles returned to 4
- : circulation desk by division

- subject, etc., and sets

aside ﬁow later msmw<wum

vv

>Hﬂmdmmm.nMnHmmwm% anH 4
" . number and places on bdok

cart

0784

1591 Shelves titles (fiction, 4
non-fiction, and journals) _
in library stacks employing

- Umam% Decimal m%mnmqf

action

2 3113

6 3113

2 o311

2 2111

2. 3113

2 3111

27 3013

s e

168

3111

TE

.02

02

02

02

02

F 02

0424

0314}

e -

0124~

0217

0587

0587

- 0287

GED

232

233

332

333.

433

233

333"

333
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-+ fine is due,

tasik

Operates input terminal.
on circulation desk by
inserting patron's badge
and card and upon receipt
of wtwdnorn
patron's badge, takes
wﬂmmnﬁkomm action ranging
.from repeating process to -
refusing. vmnwom access to
‘service

Cperates input terminal on
checikiout desk by inserting
card from returned titles
and upon receipt of print-
out cither plzaces book on
cart Ho1 mwmw<wsm or on
wmmaﬂ<m cesk

Sets up daily date due
machine - R

Serves on circulation desk
in special library and per-
forms routine checkout °
functioxns for scholarly and
dwmwomw titles

Operates checkout machine
at circulation desk

Exanines date due cards of
returned books and deter-
mines (a) fine is not due
and sets book aside, (b)
computes

.h|

- amount of fine

area action

4 2.

finds rejection of

4 2
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1232

10203

0644

1209

1089

1611

task s area. actionm

Removes from special dis-
~-play table. each new journal
‘after brief display and

.memﬁnm.Hmmmw<m.mHMw in : & 2

‘book and files alphabeti-

cally by name of patron
requesting book .

. o .
Notifies patron of avail- 4 2
ability of book on reserve

- by (a) telephoning (b) mailing

notice - :

Telephones staff,member . 4 2

- who requested new title

that title is available for

checkout : S ! .
Notifies patron of arrival 4 2
of requested new titles

places in prorer sequence on -
shelf with regular back issues

Sorts titles.on book cart - 4 2
according to location areas and : >
arranges numerically or alpha-
betically by informztion on book

- spine

Moves titles to circulation : & 2
desk: from stacks and from - ’
circulation desk to stacks
using book cart
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1430 Approves on.mwmmvvmo¢Wm 6 1 3113 10: 0618 . 485
staff requests for use - .o .
of interlibrary” loan )
services R *
. e , e . - : . .
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task : -

» Processes interlibrary loan
-application for titles re-
quested to be placed on.
reserve and not in library
or on.order. , :

- Maintains file for all titles
circulating in interlibrary
loan

Determines by checking card-
‘catalog if material requested
through interlibrary loan
" is available = ‘-

Operates TWX machine with
dataphone attachment

nw, e
Operates TWX machine by
sending and asknowledging
receipt of messages.

L

INTERLIBRARY LOAN, SENIOR CLERK

2

area action.
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&., .nmmw.‘ _ . .m.umm_monwon..m.mﬂ Hm.zm omu.u..zH.HH H,ma.m.u.
1482 Files typed cards for - 6 2 o311 02 0587 333 2 4. 1 i,
'~ interlibrary loan materials - oo : : ’ : : .

in interlibrary loan file B . S . .

. . 1352 Types cards with identifying 6 2 31i3 . 02 . Q184 334 1 4 .1 11
. ) T information such as name of’ . . B : .. . .
library, ‘title, mcmvowu call . : o S , - |
. . number, . patron's pdme, date . . ) L A o o
o - : ‘due, etc., for interlibrary: ‘ ' N . B
| . . loan title received from . : R AN .ﬁ T -
another library . : Vm . ‘

ﬁ o 1227 Examines calendar noting =~ - 6. = 2 S 3113 02 0224 / 233 2~ 4 1

. w o .date due for interlibrary ; e . o : \\

y i . loan materials and tele- ’ . ot . .

i R  phones or.sends form letter o : \ -

. : to patron requesting return . g . - . e D

_of materials " . . R i : . . - )
. . . ™ . S - . Y

0490 . Completes photocopy request 6 2 - 3113 02 = 0114 223 1 43/ 1 11
form for reproduction of S S : S :
materials )

1238 ‘Files by date of availability 6 2 ., ‘3111 02 0587 223 - 2 3 1 1L
Co , interlibrary. loan requestyis for . ! : i . _ .

p : : . films, art materials, etc. T - o o v/. L :
. " . ~r . . ~

0530 Separates and staples received 6 . 2 - 3111 02 - 1184 187 H. {1, 1 . 11 .
TWX messages “for interlibrary . . . « oy 3 7
loan materials and services o - A . \ -

1054, Marks on desk calendar date - 6 2 2111 02 0184 223 2\ 3- 1 11
- titles are due from inter- - . o . : /4.. .

‘ library loan - ’ N - . /
0841 - Mainteins TWX machine by 6 2 > 3112 02 1183 117 1 ,mww * 1 ] 11 °
' loading tapes, paper, & ribbon . : T - .
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" task . area

Arranges and schedules con- 5 1
mmﬂmﬂomm H940H4M50 library . S

aff and facultiylor advanced
mﬁmDCNrm students” to Pambnvr%

new HmmmHmSom.SmanHmH.ummmm

1

noﬂnﬁnrm mJ& mﬁvmﬁdwmmm in- 5 -2
service training for faculty

.~ - dnd students in use of library

0323

tools and relating ogm tool to
%0wrmﬁ

[N

mHme and. mm<mH0ﬁm in-service 5 1
training mow faculty and .

n.mnﬁmmnnm in use of library’

tools - AimmmHmJoo works, - etc. v
and Hmwﬁn/ﬂo one tool to
another Anwmn is, ‘books. to -
nmwmm ete, v R
. .
Conducts conferences invol- 5 2
‘ving library staff.and faculty’ ’
to identify new reference mat-
erial needs I
Designs and &m<mwovw training- 5 = 1°
programs on reference acti-
vities'for Jos@wommmmwosmH
.mnmmﬁ . BN K

fnobmwonm training’ programs  ~ 5o -
on reference activities for

non-professional staf m
‘Determines wﬁ&.mﬁHmnnm o 5 1

. £iling system for reference -
‘service in library
r

~action

REEI 3225~ - 04.

RPN

T™P.S. TE WF . .CGED

332 b

04 0858 536
>

i Y

3325

3224 . 04

13324 0L 0925 - 436

——— -

3225047 0858 435
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0793

0438

0838

1523

1301

0348

task

Assists students in use

of reference mondwmmm and
locating reference materials
in college library upon
request

—

Provides assistance and
guidance to students in
locating leisurs time
reading, listening, and
other materials. ’

Produces in special library
upon ctelephone request, bib-
liographies, reading lists,
titles Mu=mvmnwmwm areas, .
identifies articles  and page,
numbers requested,” and routes
materials to person requesting

same

Visits college clacses to
understand academic programs
improve quality cf services
offered by RMC :

Schedules and supervises
publication of annual list

of serials and journals

in collection

Produces as requested

special indices

Evaluates faculty requests
for thne preparation of
bibliograrhies or reference
rmaterials’ and determines
vhether or not to assign
staff members to £ill request

"i/

A~

area action TE WF WI

S
@
N

5 2 07 0654  £35

0637 11

5 2 2225 0617

3224 11 0928 565 7 7 3

04 0848 435

2215 03 0517 434 3 [5) 3

ut
[

3224 09" 0948 455 5 7 2 10
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0951

0528

0796

0099

task

Refers patron to appro-,
priate persons in the
library to -answer special-
ized questions beyond own
knowledgze

Serves on information desk

and anwsers simpie reference”

questions from patrons

Serves on information desk

and answers questions regard-.

ing assistance and library
services

Directs patron when question-
ed to specific subject area
locctions in the library

Rearranges material - in ver-

tical files- to accommodate
changing political, social,
etc., scene

Files materials in .vertical
files using standard tools

Selects and determines among
applicants who is to receive
service in reference library

Produces annually list of
serial and journal sub-
scriptions held by library

o

REFERENCE, LIBRARY TECHNICAL ASSISTANT

area

5

action

i

-
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3223
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-3114
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' REFERENCE, CLERX A .
# task : areéa action 'P.S.. TE WF GED WI TIT TaT. P.D.
1476 Operates Sanders .N.No m. 2. 3115 " 03 0514 434 4 5 1 11 ’
reader printer terminal . ' ° .
to retrieve reference 'in- : .
formation from £files
1052 / Clips marked newspaper - 5., 2 . 3111 ,ON\ 1184 181 1 2 1 - 11
o articles, magazine articles,
etce - .
N n%.
' ,
186
OR
) - ! o=l .
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o

0521

1215

02438

0657

0214 -

0153

1395

PATRONS'

SERVICES,

task
Edits 16MM film. .

- Examines for defects micro--
filmed materials returned from
processor by scanning material
in microfilm reader :
Checks developed microfilm
for mnnmvmmvwwwn% and re-
films if necessary

Operates cameras including
still, 35MM, 16MM, etc.

Operates motion picture
camera at college outdoor
fundtions such as athletic
events.

Takes for publication photo-
graphs using standard cameras -
for release tc press or for
use in library newsletters

Operates camera-tape micro-
film machine by setting for
height, exposure meter, in-
serting materials to be
microfilmed and operating
camera :

Operates microfilm machine
"to produce microfilmed mat-
. erials, newspapers, reports,

etc,

«

area

6

6.

action

2

2

PEOTO LAB, SENIOR CLERK -

o

P.S. TE WF L GED WI TIT Tal.

3114 09 068 424 & 5 3

3126 7 10 - 068 38 2 5 -1

3113 02 0682

N
v D
=4

A S

W
N
w
N
b
o

3115 . 03. 018

w (i

3224 08 . 0124

3222 09 0184 +'323 3

3112 12 0184.

%
N
w
N

4

&
[

. 3113 02 0184
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PATRONS' SERVICES. PHOTO LAB, JUNIOR CLERK
) # " task area action ,w.m\...._ TE WF 'GED WI TIT TaT., ?.D. /
0046 Washes, cleans, and hangs 6 2 . 3111 02 1181 187 1 1 1° 11
negative to dry in photo . .
lab in U library ‘
1138 Operates enlarger to enlarge 6 2 3111 03 olss 227 2 3 1. 11 B
: negatives produced in college - ’
¢ library ' .
1159 Operates developer machine 6 2 3115 02 o184 323 2 3 1 11
to produce photograpns from . . e : L
exposed film : _ . .
0599 - . Produces negatives .from 6 2 3111 02 ol 227 2. 3 1 . 11
: black and white £id¥ms Lo . .
_
P B /nn . (Ou
¥ R
190 ‘ N
OR
)
] - \\/,.l,/.//. - - - whe e c. - ..s - U - . Evm .




1

11

20

11

1T

et

1eL

Ll

@

M

/81 €8T 20 1mee ¢ 8
(8T €811 20 €11€ z 8
L8T  #8TI 0 1tee.. T 8
L8T %811 20 T1zz - ' 72 8
L8T €811 20 1122 . Z 8
181 81T 20 TIZT Tz s
181 w81z~ 20 11T .z 8
181  S8T1 ‘20 1122 'z .8
L8E - 7890 0T  %gz€ ® 8
a=o M. ®L  .°s'd uoljoe woae
° .

HONVNIINTVR ONIQTING

LaeaqIT cH sjueTd I0F saae) cooml

) Mhmubﬂﬂ ‘UT SuoIjouny oou=dul
-utew o7dwis Is9yjo swIojaad

pue’ sqinq 3Y3T sag8uey) O evit

" muoo._.”m B

. 9113 3snp o3 dowisnp sIs 0811
’ SMOPUTHM w.mn.mmS. - . €IsT

*539 ‘urPlunOy I93BA ‘USYDIIIY
‘wooaysesn Ur *03° ‘si0073
‘sjuts ‘simog 3IDTTOI Suedld - €890

swoolaysem GE 039 ‘sT9mO3 .
‘deos jo £i1ddns surejuiey 6.10

LaeiaTy ut s8na‘ueeo 03
-IoupaTD umnoeva piepi¥ié, sesn - . 19€0

.

-

Xep yowo O pud 3B
pole Suipeox ur Surdoay:
-2snoy Texouad swiogasg "ZS1I0

Spoou SVUBUDUTEBW . .
Tetoads 203 *o39 fsTT=n
‘sio01zy SUTPIING souTwexy 9180

yse3-

- v

]
A\

rl

IC

PAFullToxt Provided by ERIC
’g

;
!
i
5
f.
"

l
.
i

Q

E



i

0119

0540
1256

- 1053

s

1445

0918

szmw>ﬁ MwOMHMMHO/Pq

Assists university faculty'
members in specification of .
objecti <mm,HnAocHHanHcB

ﬁwmnnwnm . o
Serves as Bmawmw oF review 9 1
panel for Ph. D..committee - :

hearings

-

. Teaches %griduate students in
undergraduate level courses

in non-library fields

Identifies ideas, possibil- 9 1
ities, etc. for university o
library by visiting other

libraries

Serves as
technical
.libraries

\

administrative and , 9 1
OOSMGHMWﬁn to other
in area’ .

.mmHnHkomnmm in vHOHmmmHoan 9 1
monH<HnHmm and ﬂmmOOfmnHoﬂm

"by (A) atténding meeting

convention=, etc., (B) Hmmm-

ing professional journals, (C)
discussing professional duties

.mﬂ& HmmdoﬂmHUqunHmm. .
xmmﬁm informed of mm<m~ovam=nm o 1

in professional field by regu-
larly reviewing literature and
through discussions with col-
“leagues

o m = ot e o ——— e % brem o <2 g - ——— ———

W

area action,

2.

g

2225

1325

1324

09

07.
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“10

09

0678

0658

0928

-0658

0628
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0269

0259

0847

. 0113

task

Designs ang develops.

workshops on reference
Services for v&ommmmwonmw

wwvﬂmﬂwmbm

Conductg workshopg on
Hmmmﬂmnnm Serviceg for

Participateg in_seminarg on.

vawmww Services in SCientific

vaﬁmw‘ as assigned

annmnmm memora

ete, on dictati
nHmsmnHanMos b

nda, Hmnnmnmm
D¢ machine fop
y mnmwowwmvwww

Area ' gep
S 1
9 1
9 1
9 1

w.mb | TE . w _am GED
322 o4 0925 546
3225 04 Mommm 436
P25 09 hoag g
3224 07
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